
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Compliance Audit Report  

We are pleased to submit the findings of the compliance audit conducted 

for [Company/Department Name] for the period of [Start Date] to [End 

Date].  

**Audit Overview**  

The primary objectives of the audit were to evaluate compliance with 

[specific regulations, standards, or internal policies], assess the 

effectiveness of internal controls, and identify areas for improvement.  

**Key Findings**  

1. **Finding 1:** [Brief description of the finding]  

2. **Finding 2:** [Brief description of the finding]  

3. **Finding 3:** [Brief description of the finding]  

**Recommendations**  

To address the findings noted above, we recommend the following actions:  

- [Recommendation 1]  

- [Recommendation 2]  

- [Recommendation 3]  

**Conclusion**  

In summary, the audit revealed [summary of overall compliance status]. We 

appreciate the cooperation of [Company/Department Name] staff during this 

audit process and look forward to supporting you in addressing the 

highlighted areas for improvement.  

Please do not hesitate to reach out if you have any questions or require 

further clarification regarding this report.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information] 


