Audit Action Plan for Performance
Evaluation

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]

Subject: Audit Action Plan for Performance Evaluation

Introduction

The purpose of this letter is to outline the action plan resulting from the recent performance
evaluation audit conducted on [Insert Date].

Findings Summary

e Finding 1: [Description]
e Finding 2: [Description]
e Finding 3: [Description]

Action Plan

1. Action Item 1: [Description]
Responsible Party: [Name/Department]
Deadline: [Date]

2. Action Item 2: [Description]
Responsible Party: [Name/Department]
Deadline: [Date]

3. Action Item 3: [Description]
Responsible Party: [Name/Department]

Deadline: [Date]



Monitoring Progress

We will conduct follow-up reviews on [Insert Date] to ensure the effective implementation of the
action plan.

Conclusion

Your cooperation and commitment to implementing these action items are crucial for enhancing
our performance evaluation process. Please feel free to reach out if you have any questions or
require further clarification.

Sincerely,
[Your Name]

[Your Title]
[Your Organization]



