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Directions: You may, but are not required to, use this template in preparing an audit response plan. Content entered into the template should be transferred to the organization’s official letterhead before it is submitted. 
Generally, the audit response begins with a letter from the Chief Officer who responds to the findings of the audit. Then, each recommendation must be addressed according to the structure outlined in Utah Code,[footnoteRef:1] which is described below: [1:  Utah Code 36-12-15.3] 

Audit Response Plan: 
Utah Code requires that each recommendation from the audit report is addressed in the audit response plan. The response must include at least the following information for each recommendation:
1. A description of how the entity will implement the recommendation,
2. Identification of documentation that will be used to validate the implementation status of the recommendation,
3. Identification of the individual who is responsible for implementing the recommendation, 
4. A timetable that identifies benchmarks (milestones) for the entity to implement the recommendation, and
5. An anticipated deadline by which the entity will fully implement the recommendation. 
If the chief officer objects to implementing a recommendation, the response plan must include the following information for each recommendation that is disagreed with:
1. An explanation of the basis for the objection,
2. Identification of an alternative action that the entity will implement, including the same information required for each recommendation listed above, or
3. [bookmark: _Hlk160190273]Specification that the organization will not implement the recommendation or an alternative action.
The Chief Officer then signs and submits the response plan to the Office of the Legislative Auditor General on the organization’s letterhead.
If you have any questions, please contact the audit team that you worked with during the course of the audit and they will assist you.

<Official Organizational Letterhead>

<DATE>

Kade R. Minchey, CIA, CFE, Auditor General
Office of the Legislative Auditor General
Utah State Capitol Complex
Rebecca Lockhart House Building, Suite W315
PO Box 145315
Salt Lake City, UT 84114-5315

Dear Mr. Minchey,
<<Response Letter – Respond to the findings from the audit report>>















<<Executive Director Signature>>
<<For each recommendation>>
Chapter #
Recommendation #.#: We recommend…(from report)
Department Response:
1. Who: Name, title, contact information for the individual responsible for implementation.
2. What: Describe what the entity will do to address the recommendation.
3. How: Describe the steps the entity will take to address the recommendation.
4. Documentation: Identify documentation that will be used to validate the implementation status of the recommendation.
5. Timetable: Set a timeline with milestones for implementation of the recommendation.
6. When: Specify an anticipated deadline by which the entity will fully implement the recommendation.
Or
1. Explanation: Explain the basis for the objection to the recommendation.
2. Who: Name, title, contact information for the individual responsible for implementation of the alternative action.
3. Alternative Action: Describe what the entity will do to address the underlying issue that led to the recommendation.
4. How: Describe the steps the entity will take to accomplish the alternative action.
5. Documentation: Identify documentation that will be used to validate the implementation status of the alternative action.
6. Timetable: Set a timeline with milestones for implementation of the alternative action.
7. When: Specify an anticipated deadline by which the entity will fully implement the alternative action.
Or
1. Explanation: Explain the basis for the objection to the recommendation.
2. Specification: State that the organization will not implement the recommendation or an alternative action.


*Copy for additional recommendations as needed.
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