Audit Action Plan for Stakeholder
Communication

Date: [Insert Date]

To: [Stakeholder Name]

From: [Your Name]

Subject: Audit Action Plan

Dear [Stakeholder Name],

We would like to share with you the action plan following the recent audit conducted on [insert

audit topic/area] on [insert date]. The purpose of this audit was to ensure compliance, enhance
operational efficiency, and identify areas for improvement.

Audit Findings

e [Finding 1]
o [Finding 2]
e [Finding 3]

Action Plan

1. Action Item 1: [Description of action item]
2. Action Item 2: [Description of action item]
3. Action Item 3: [Description of action item]

Each action item includes a designated responsible party and a completion timeline which will be
closely monitored. We appreciate your support and input as we implement these changes.

We will be scheduling a follow-up meeting on [insert date] to discuss our progress and any
further recommendations. Please feel free to reach out with any questions or suggestions in the
meantime.

Thank you for your continued partnership.

Sincerely,

[Your Name]

[Your Position]
[Your Company/Organization]



