
Internal Or External Audit Notification Letter

[Your Company Letterhead]

[Date]

[Recipient's Name]

[Recipient's Title]

[Company Name]

[Address]

[City, State, Zip Code]

Subject: Notification of Internal/External Audit

Dear [Recipient's Name],

I hope this letter finds you well. We are writing to inform you about an upcoming internal/external

audit at [Your Company Name]. This audit is an essential part of our commitment to maintaining the

highest standards of operational efficiency, compliance, and financial integrity.

The purpose of the audit is to thoroughly assess and evaluate our internal processes, financial

records, and adherence to regulatory guidelines. The audit will be conducted by [Name of the Audit

Firm], a reputable and independent auditing firm with extensive experience in our industry. They will

perform a comprehensive review to identify areas of improvement, ensure accuracy and reliability of

financial data, and assess overall compliance with relevant policies and procedures.

The audit is scheduled to commence on [Start Date] and is anticipated to conclude on or around

[End Date]. During this period, [Name of the Audit Firm] will require access to various records,

documents, and personnel related to the areas being audited. We kindly request your cooperation in

providing the necessary information and facilitating their efforts to ensure a smooth and efficient

audit process.

Confidentiality is of the utmost importance to us, and we assure you that all information shared

during the audit will be treated with strict confidentiality and used solely for the purpose of

conducting the audit.



Please be aware that the success of this audit relies on the cooperation and assistance of all

employees. We encourage everyone to be forthcoming and transparent with the auditors and to

promptly address any inquiries they may have.

If you have any questions or concerns regarding the audit or its scope, please feel free to contact

[Your Name], [Your Title], at [Your Contact Information]. We are more than happy to address any

queries you may have.

Thank you for your understanding and cooperation in this matter. We look forward to a successful

audit that will contribute to the continuous improvement of our organization.

Sincerely,

[Your Name]

[Your Title]

[Your Company Name]

[Your Contact Information]


