Inventory Audit Follow-Up Actions

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Follow-Up on Inventory Audit Findings
Dear [Recipient's Name],

Following the recent inventory audit conducted on [date of audit], we have identified several
areas that require immediate attention and action. Below is a summary of the key findings and
the recommended follow-up actions:

Audited Areas and Actions Required

e Inventory Discrepancies: [Description of discrepancies]
o Action 1: [Description of action]
o Action 2: [Description of action]
e Stock Levels: [Description of stock level issues]
o Action 1: [Description of action]
o Action 2: [Description of action]
e Procedure Compliance: [Description of compliance issues]
o Action 1: [Description of action]
o Action 2: [Description of action]

We kindly request that these actions be addressed by [insert deadline]. Please provide updates on
your progress so we can ensure that all remedial measures are effectively implemented.

Thank you for your prompt attention to this matter. Should you have any questions or require
further clarification, please do not hesitate to reach out.

Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



