Follow-Up Actions Management Letter

Date: [Insert Date]

To: [Recipient's Name/Designation]
Department: [Recipient's Department]
From: [Your Name/Designation]

Subject: Follow-Up on Previous Management Letter Recommendations
Dear [Recipient's Name],

This letter serves as a follow-up regarding the action points outlined in the previous management letter dated [insert
previous letter date]. Below is the summary of the follow-up actions, their current status, and any outstanding issues
requiring further attention.

1. Summary of Follow-Up Actions

Action ltem Responsible Target Date Status Remarks
Person
Update Inventory Records John Doe 2024-05-15 Completed Records updated as
of 2024-05-14
Implement Access Controls Jane Smith 2024-05-22 In Progress Policy draft under
review
Conduct Training Sessions Mary Johnson 2024-06-01 Not Started Scheduled for June

2. Outstanding Issues

The following issues are yet to be addressed and require action:

e Completion of staff training on safety protocols.
¢ Finalization and approval of the access control policy.

3. Next Steps

We kindly request that responsible persons provide updates on outstanding actions by [insert date]. Regular follow-up
will continue until all items are closed.

Please feel free to reach out with any questions concerning these items.

Sincerely,
[Your Name]
[Your Position]

Important Notes

This document records the status of management recommendations and accountability for corrective actions.
Timely updates and collaboration are essential for effective follow-up.

Retention of these letters is important for both audit trails and management reviews.

All follow-up actions should be documented with supporting evidence, where applicable.
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