
Compliance Audit Plan Summary 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Summary of Compliance Audit Plan 

Dear [Recipient Name], 

We are pleased to submit the summary of the compliance audit plan for the [Insert 

Department/Area] for the fiscal year [Insert Year]. This audit is designed to assess compliance 

with applicable laws, regulations, and internal policies. 

Audit Objectives 

• To evaluate the effectiveness of internal controls. 

• To ensure compliance with regulatory requirements. 

• To identify areas for improvement. 

Scope of Audit 

• Review of [Insert specific regulations or policies]. 

• Analysis of [Insert data or areas to be audited]. 

• Interviews with [Insert key personnel]. 

Audit Timeline 

The audit will be conducted from [Insert Start Date] to [Insert End Date]. The key milestones 

include: 

• Kick-off meeting: [Insert Date] 

• Fieldwork: [Insert Date] 

• Preliminary findings report: [Insert Date] 

• Final report presentation: [Insert Date] 

Team Members 

The audit team will consist of: 

• [Team Member Name] - Lead Auditor 



• [Team Member Name] - Compliance Specialist 

• [Team Member Name] - Data Analyst 

We appreciate your cooperation and support throughout the audit process. Please feel free to 

reach out if you have any questions or need further information. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


