
Audit Process Summary 

Date: [Insert Date] 

To: [Department Head Name] 

From: [Your Name] 

Subject: Audit Process Summary for [Department Name] 

Introduction 

This letter serves to summarize the audit process conducted for the [Department Name]. The 

audit was carried out from [Start Date] to [End Date]. 

Objectives 

• Assess compliance with internal policies and procedures. 

• Evaluate the efficiency of operations. 

• Identify areas for improvement. 

Audit Scope 

The audit focused on the following areas: 

• Financial Reporting 

• Operational Efficiency 

• Risk Management Processes 

Key Findings 

1. Strengths:  

o [Detail 1] 

o [Detail 2] 

2. Areas for Improvement:  

o [Detail 1] 

o [Detail 2] 

Recommendations 

Based on the findings, we recommend the following actions: 

• [Recommendation 1] 



• [Recommendation 2] 

Conclusion 

We appreciate your cooperation during the audit process. Should you have any questions or 

require further details, please do not hesitate to contact me. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


