
Internal Control Monitoring Procedures 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Internal Control Monitoring Procedures Overview 

Dear [Recipient's Name], 

As part of our ongoing commitment to maintaining effective internal controls, we are 

implementing a set of monitoring procedures designed to assess the adequacy and effectiveness 

of our control environment. The following is an outline of the key procedures we will be 

adopting: 

1. Regular Review and Assessment 

Conduct bi-annual reviews of internal controls to ensure they are functioning as intended. 

2. Employee Training 

Provide training sessions for all employees on the importance of internal controls and their role 

in the process. 

3. Reporting Mechanism 

Establish a confidential reporting mechanism for employees to report any control deficiencies or 

irregularities. 

4. Performance Metrics 

Develop and monitor key performance indicators related to internal control effectiveness. 

5. Continuous Improvement 

Encourage a culture of continuous improvement where feedback is actively sought and acted 

upon. 

These monitoring procedures will help us identify areas for improvement and mitigate potential 

risks. Your cooperation and engagement in these processes are vital to our success. 



If you have any questions or would like to discuss this further, please feel free to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


