
Follow-Up Actions from Third-Party Audit 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

Company: [Insert Company Name] 

Subject: Follow-Up Actions Required from Recent Audit 

Dear [Recipient's Name], 

Following our recent third-party audit conducted on [Insert Date of Audit], we have outlined the 

necessary follow-up actions to address the findings and recommendations presented in the audit 

report. 

Audit Findings Summary 

• Finding 1: [Brief Description] 

• Finding 2: [Brief Description] 

• Finding 3: [Brief Description] 

Recommended Actions 

1. Action 1: [Description and responsible party] 

2. Action 2: [Description and responsible party] 

3. Action 3: [Description and responsible party] 

We kindly request that these actions be addressed by [Insert Deadline]. Please confirm receipt of 

this letter and provide an update on your progress. 

Thank you for your cooperation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


