[Date]

[To: Name of Recipient]

[Title: e.g., Chief Executive Officer / Board of Directors]
[Company Name]

[Address]

Subject: Management Letter regarding Staff Allocation and Training Deficiencies

Dear [Recipient Name],

In connection with our recent [audit/operational review] of [Company Name] for the period
ending [Date], we have identified significant concerns regarding current staff allocation and
training protocols. These deficiencies may impact the organization's ability to maintain internal
controls and operational efficiency.

1. Staff Allocation Deficiencies

Observation: It was noted that certain departments are currently understaffed, leading to an
excessive workload for existing employees. Specifically, [mention specific department or

process].

Risk: Inadequate staffing levels increase the risk of oversight, burnout, and a lack of segregation
of duties, which may lead to errors or fraudulent activities remaining undetected.

Recommendation: We recommend a comprehensive review of manpower requirements and the
redistribution of tasks or recruitment of additional personnel to ensure all critical functions are
adequately covered.

2. Training and Professional Development Deficiencies

Observation: Our review indicated that there is no formal training program for new hires or
ongoing professional development for existing staff in [mention specific area, e.g., compliance,

software, or technical skills].

Risk: A lack of structured training may result in non-compliance with industry standards,
inefficient use of company systems, and a decrease in the quality of output.

Recommendation: Management should implement a formal training schedule and maintain a
record of completed sessions. This should include both initial onboarding and periodic refresher
courses to keep pace with industry changes.

Management Response:

[Space for Management to provide their planned actions and timeline for resolution]



This letter is intended solely for the information and use of management and is not intended to be
used by anyone other than these specified parties.

Sincerely,
[Your Signature]

[Your Name]
[Your Title/Organization]



