CORRECTIVE ACTION PLAN
SAMPLE FORMAT

May 18, 2012

Mrs. Allyson E. Richardson

Planning and Grants Director

Criminal Justice Coordinating Council

104 Marietta Street, Suite 440

Atlanta, Georgia  30303

RE:  
(Enter the Subgrant Number Here)

Dear Mrs. Richardson:
This letter is in response to the site visit conducted on (Date) by (Grants Specialist / Auditor Name).  Our response(s) and / or corrective action plan is as follows:
(FINDING HEADING) EX.  GENERAL FINANCIAL POLICIES AND PROCEDURES 

Finding:
During this site visit, staff noted that the existing financial management/accounting policies and procedures did not include specific guidelines for the fiscal management of grant funds. 

Recommendation:
The agency should ensure that written policies and procedures include specific guidelines for the fiscal management of grant funds.

Corrective Action:
(State in detail what actions will take place in order to correct the finding.)

Responsible Party:  
(Identify the individual or department responsible for implementation.)
Completion Date:
(Specify the approximate date or timeline for implementation or completion.)
Sincerely,

Agency Staff Personnel

Enclosure(s)
