
Audit Action Plan for Resource Allocation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Audit Action Plan for Resource Allocation 

Dear [Recipient Name], 

Following the recent audit conducted on [Insert Date of Audit], we have identified several areas 

requiring attention with regards to resource allocation. This action plan outlines the proposed 

steps to address the deficiencies noted in the audit report. 

Action Plan 

Action 

Item 
Description Responsible Party 

Target Completion 

Date 

1 Review current resource allocation [Name/Department] [Date] 

2 Implement budget controls [Name/Department] [Date] 

3 
Train staff on resource 

management 
[Name/Department] [Date] 

We expect to have these actions implemented by the target completion dates above. Regular 

updates will be provided to keep all stakeholders informed of the progress. 

Please feel free to reach out if you have any questions or require further clarification regarding 

this action plan. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


