
Benefit Plan Audit Action Plan 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Benefit Plan Audit Action Plan 

Introduction 

This document outlines the action plan addressing the findings from the recent benefit plan audit 

conducted on [Insert Date]. 

Summary of Audit Findings 

• Finding 1: [Description] 

• Finding 2: [Description] 

• Finding 3: [Description] 

Action Plan 

1. Action Item 1: [Description]  

o Responsible Party: [Name/Department] 

o Due Date: [Insert Due Date] 

2. Action Item 2: [Description]  

o Responsible Party: [Name/Department] 

o Due Date: [Insert Due Date] 

3. Action Item 3: [Description]  

o Responsible Party: [Name/Department] 

o Due Date: [Insert Due Date] 

Conclusion 

We are committed to addressing these findings promptly and ensuring compliance with benefit 

plan regulations. Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


