
Follow-Up Letter for Post-Audit Review Meeting 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Follow-Up on Post-Audit Review Meeting 

 

Dear [Recipient's Name], 

I hope this message finds you well. I would like to take a moment to follow up on our recent 

post-audit review meeting held on [Insert Meeting Date]. 

During the meeting, we discussed several key findings and recommendations. To ensure that we 

are aligned and moving forward effectively, I would like to summarize the main points: 

• [Key Finding 1] 

• [Key Finding 2] 

• [Recommendation 1] 

• [Recommendation 2] 

Please let me know if you have any additional thoughts or if there are further actions we should 

take regarding these points. 

Thank you for your time and collaboration. I look forward to your feedback. 

 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


