
[Current Date] 

 

[Recipient Name] 

[Recipient Title] 

[Organization Name]  

Subject: Remediation Timeline for Letter of Recommendation Findings 

Dear [Recipient Name], 

Following the recommendations outlined in the letter dated [Date of Recommendation Letter], 

this document serves as the formal remediation timeline to address the identified areas for 

improvement. 

We have prioritized the following actions to ensure compliance and operational excellence: 

Recommendation Item Action Plan Responsible Party Target Completion Date 

[Finding 1] [Steps to resolve] [Name/Department] [Date] 

[Finding 2] [Steps to resolve] [Name/Department] [Date] 

[Finding 3] [Steps to resolve] [Name/Department] [Date] 

Progress updates will be provided on a [Weekly/Monthly] basis until all items are marked as 

complete. We are committed to resolving these matters promptly. 

Please let us know if this timeline meets your requirements or if further adjustments are 

necessary. 

Sincerely, 

 

[Your Name] 

[Your Title] 

[Your Contact Information]  


