Stakeholder Communication Plan for
Auditing

Date: [Insert Date]

To: [Stakeholder Name]

From: [Your Name]

Subject: Stakeholder Communication Plan for Auditing

Dear [Stakeholder Name],

As part of our commitment to maintaining transparency and effective communication during the

upcoming auditing process, we have developed a stakeholder communication plan outlining how
we will keep you informed and involved.

Objectives

e To ensure all stakeholders are informed about the auditing process.
e To address any questions or concerns stakeholders may have.
« To facilitate collaboration and support throughout the audit.

Stakeholder Identification

o [Stakeholder 1]
o [Stakeholder 2]
o [Stakeholder 3]

Communication Methods

« Email updates (Frequency: [e.g., Weekly])
e Scheduled meetings (Frequency: [e.g., Bi-weekly])
« Progress reports (Frequency: [e.g., Monthly])

Communication Schedule

Date Communication Type Details
[Insert Date] Email Update [Brief Description]
[Insert Date] |Meeting [Brief Description]



We appreciate your support and participation throughout this audit process. If you have any
questions or need further clarification, please do not hesitate to reach out.

Best regards,

[Your Name]

[Your Title]

[Your Organization]

[Your Contact Information]



