
Audit Summary Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Summary Report of Confirmed Audit Outcomes 

Dear [Recipient Name], 

We are pleased to submit the summary report of the confirmed audit outcomes conducted for the 

period of [Insert Period]. The following key points highlight the essential findings and 

recommendations from the audit: 

Summary of Findings 

• Finding 1: [Brief description] 

• Finding 2: [Brief description] 

• Finding 3: [Brief description] 

Recommendations 

• Recommendation 1: [Brief description] 

• Recommendation 2: [Brief description] 

• Recommendation 3: [Brief description] 

Conclusion 

The audit has confirmed that [insert overall conclusion]. We appreciate your cooperation during 

this audit process. Should you have any questions or require further detail, please feel free to 

reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


