
[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

Thank you for attending the post-audit review meeting on [date of meeting]. We truly appreciate 

your valuable insights and contributions. 

In our continuous effort to improve our processes, we would like to request your feedback 

regarding the meeting. Your thoughts on the topics discussed, the clarity of the presentation, and 

any areas for improvement are highly valuable to us. 

Please take a few moments to share your feedback by [insert method of feedback collection, e.g., 

filling out the attached form, replying to this email, etc.]. We are committed to enhancing our 

audit processes and your input is crucial in this endeavor. 

Thank you once again for your participation and support. We look forward to hearing from you 

soon. 

Warm regards, 

[Your Name] 



[Your Position] 

[Your Company] 


