
Audit Request Letter

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title/Position]

[Company/Organization Name]

[Address]

[City, State, ZIP Code]

Subject: Request for Audit

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to formally request an audit of [Company/Organization

Name]'s financial and operational records. As a stakeholder/investor/member/customer, I believe it

is essential to ensure transparency and compliance with relevant regulations and standards.

The purpose of this audit is to gain a comprehensive understanding of the company's financial

health, internal controls, and adherence to industry best practices. It will enable us to assess the

accuracy and reliability of the financial statements and other key operational processes. Additionally,

the audit will help identify areas of improvement and potential risks that may impact the

organization's overall performance.

To conduct the audit, we kindly request the following information:

1. Financial Statements: Please provide the audited financial statements for the past [number of

years] years, including balance sheets, income statements, and cash flow statements.

2. Supporting Documentation: Any relevant documentation supporting the financial statements, such



as receipts, invoices, bank statements, and expense reports.

3. Internal Controls: Details of the company's internal control systems and processes, including

policies related to finance, accounting, and data security.

4. Compliance Records: Information regarding compliance with legal and regulatory requirements

specific to your industry.

5. Operational Reports: Reports related to the company's operations, production, sales, and any

other significant activities.

6. Any Previous Audit Reports: If applicable, please provide the most recent audit report and

information on the steps taken to address any findings.

We assure you that all information obtained during the audit process will be treated with the utmost

confidentiality and used solely for the purposes of the audit. Our audit team comprises experienced

professionals with a proven track record in conducting thorough and impartial audits.

Once we receive the necessary documentation and information, we will work closely with your team

to schedule the audit at a mutually agreeable time. Upon completion of the audit, we will share the

findings and recommendations with the appropriate parties within [Company/Organization Name].

Please acknowledge receipt of this letter and confirm your agreement to proceed with the audit

process. If you have any questions or require further clarification, please do not hesitate to contact

me at [your phone number] or [your email address].

Thank you for your attention to this matter. We look forward to working together to ensure the

integrity and efficiency of [Company/Organization Name]'s operations.

Sincerely,

[Your Name]


