
Audit Follow-Up Action Letter 

Date: [Insert Date] 

To: [Recipient Name] 

Position: [Recipient Position] 

Company Name: [Company Name] 

Address: [Company Address] 

Dear [Recipient Name], 

Subject: Follow-Up on Audit Actions 

We would like to follow up regarding the audit that was conducted on [Insert Audit Date]. In our 

previous correspondence, we highlighted several areas that require attention to ensure 

compliance and improvement in our processes. 

Findings and Required Actions 

• Finding 1: [Description of finding]  

Action Required: [Description of action]  

Deadline: [Insert Deadline] 

• Finding 2: [Description of finding]  

Action Required: [Description of action]  

Deadline: [Insert Deadline] 

We appreciate your timely attention to these matters and look forward to your updates on the 

progress made. Please ensure that all actions are documented and sent to us by the stated 

deadlines. 

If you have any questions or require further clarification, do not hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 



[Contact Information] 


