
Audit Summary Release 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Company Name] 

Address: [Company Address] 

Dear [Recipient's Name], 

We are pleased to present the summary of the recent audit conducted for [Insert Audit Period]. 

This audit was performed in accordance with the relevant standards and guidelines. 

Summary of Findings 

• Finding 1: [Description] 

• Finding 2: [Description] 

• Finding 3: [Description] 

Recommendations 

• Recommendation 1: [Description] 

• Recommendation 2: [Description] 

• Recommendation 3: [Description] 

Please feel free to reach out if you have any questions regarding this audit summary. We 

appreciate your cooperation throughout the audit process. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Contact Information] 


