
Benefit Plan Audit Progress Update 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Update on Benefit Plan Audit Progress 

Dear [Recipient Name], 

I am writing to provide you with an update on the ongoing audit of our benefit plan. As of today, 

we have made significant progress in several key areas: 

• Document Review: The team has completed the initial review of all relevant documents. 

• Data Collection: Data retrieval from various departments is on schedule and nearing 

completion. 

• Interviews: We have conducted interviews with key personnel to gather insights. 

Looking ahead, our next steps include: 

• Finalizing the data analysis by [Insert Date]. 

• Preparing a draft report for review by [Insert Date]. 

• Scheduling a follow-up meeting to discuss findings and recommendations. 

We appreciate your cooperation and support throughout this process. Should you have any 

questions or need further information, please feel free to reach out. 

Thank you for your attention. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


