
Audit Observation Response 

Date: [Insert Date] 

To: [Name of Auditor or Audit Committee] 

From: [Your Name/Position] 

Subject: Response to Audit Observations 

Dear [Auditor's Name], 

Thank you for the audit report dated [Insert Audit Report Date]. We appreciate the effort and 

diligence the audit team has put into assessing our operations. Below is our response to the 

observations noted: 

Observation 1: [Insert Observation Title] 

Observation: [Briefly summarize the observation.] 

Response: [Provide your response, including corrective actions and timelines.] 

Observation 2: [Insert Observation Title] 

Observation: [Briefly summarize the observation.] 

Response: [Provide your response, including corrective actions and timelines.] 

We are committed to addressing these observations promptly and to enhancing our processes. 

Please feel free to reach out if you require further information or clarification. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


