
Internal Audit Checklist Distribution 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Distribution of Internal Audit Checklist 

Dear [Recipient's Name], 

Please find attached the Internal Audit Checklist for [Insert Audit Focus/Area]. This checklist is 

designed to facilitate a thorough review of our processes and ensure compliance with established 

standards. 

We ask that you review the checklist and provide feedback or any additional items you believe 

should be included. Your insights are valuable for a comprehensive audit process. 

For any questions or concerns, please do not hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Contact Information] 


