
Government Audit Announcement 

Date: [Insert Date] 

To: [Educational Institution Name] 

Address: [Institution Address] 

Dear [Institution Head/Principal's Name], 

We are writing to inform you that the [Name of Government Agency/Department] will be 

conducting an audit of your institution's financial and operational activities. This audit is part of 

our ongoing efforts to ensure transparency and accountability in the use of government resources 

allocated to educational institutions. 

The audit will commence on [Start Date] and is expected to be completed by [End Date]. Our 

auditors will need access to various documents, including financial records, student enrollment 

data, and other relevant materials, during this period. We kindly request your cooperation in 

providing necessary assistance to facilitate a smooth auditing process. 

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

[Contact Person's Name] at [Contact Number] or [Email Address]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Name of Government Agency] 


