
Summary Report of Post-Audit Review 

Meeting 

Date: [Insert Date] 

Attendees: [List Attendees] 

Subject: Summary Report from Post-Audit Review Meeting 

1. Purpose of the Meeting 

The purpose of this meeting was to review the findings from the recent audit conducted on 

[Insert Date of Audit] and discuss actionable recommendations. 

2. Key Findings 

• Finding 1: [Describe Finding] 

• Finding 2: [Describe Finding] 

• Finding 3: [Describe Finding] 

3. Discussion Points 

• Discussion Point 1: [Describe Discussion] 

• Discussion Point 2: [Describe Discussion] 

• Discussion Point 3: [Describe Discussion] 

4. Recommendations 

• Recommendation 1: [Describe Recommendation] 

• Recommendation 2: [Describe Recommendation] 

• Recommendation 3: [Describe Recommendation] 

5. Action Items 

• Action Item 1: [Describe Action Item, Responsible Person, Deadline] 

• Action Item 2: [Describe Action Item, Responsible Person, Deadline] 

• Action Item 3: [Describe Action Item, Responsible Person, Deadline] 

6. Next Meeting 

The next meeting is scheduled for [Insert Date]. 



Thank you for your participation and contributions. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


