
Invitation to Discuss Audit Findings 

Dear [Recipient's Name], 

We are pleased to invite you to a meeting to discuss the findings of the recent audit conducted on 

[Date of Audit]. Your insights and feedback will be invaluable as we aim to address and improve 

our processes. 

Meeting Details: 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] / Virtual Link: [Insert Link if applicable] 

Agenda: 

• Overview of Audit Findings 

• Discussion of Key Issues 

• Action Plan Development 

• Q&A Session 

Please confirm your attendance by [RSVP Date]. We look forward to your participation and 

valuable contributions. 

Thank you, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


