Audit Findings Summary

Date: [Insert Date]
To: [Stakeholder Name]
From: [Your Name/Department]

Subject: Summary of Audit Findings

Introduction

The following is a summary of the findings from the recent audit conducted on [Audit
Scope/Department]. This document outlines key observations and recommendations for
improvements.

Key Findings
e Finding 1: [Brief Description]

e Finding 2: [Brief Description]
e Finding 3: [Brief Description]

Recommendations

o Recommendation 1: [Brief Description]
e Recommendation 2: [Brief Description]
o Recommendation 3: [Brief Description]

Conclusion

Addressing these findings will enhance our operations and ensure compliance with relevant
standards. We appreciate your attention to this matter and look forward to discussing our
recommendations in further detail.

Thank you.
Sincerely,
[Your Name]

[Your Title]
[Your Company]



