
Letter of Request for Post-Audit Review Meeting 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a post-audit review meeting 

to discuss the findings and insights from the recent audit conducted on [insert date of audit]. 

The objectives of this meeting will be to: 

• Review the audit findings in detail. 

• Discuss any identified areas of improvement. 

• Outline action plans based on the recommendations provided in the audit report. 

We believe that this review will be beneficial for ensuring compliance and enhancing our 

operational efficiency. Please let me know your available dates and times for this meeting. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


