Software Implementation Readiness Audit

Date: [Insert Date]

To: [Recipient Name]

[Recipient Title]

[Company/Organization Name]

[Address]

Dear [Recipient Name],

Subject: Software Implementation Readiness Audit

As part of our commitment to ensuring a successful software implementation, we are conducting
a readiness audit to assess our current capabilities and preparedness for adopting the new system.

We kindly request your participation in this audit, which will involve the following:

e Review of existing technology infrastructure

o Assessment of team skills and training needs

« Evaluation of workflow and process alignment

« Identification of potential risks and barriers
The audit will take place on [Insert Date] at [Insert Location] and is expected to last
approximately [Insert Duration]. Your insights and feedback will be invaluable in ensuring a
smooth transition.

Please confirm your availability for this date by [Insert Deadline]. If you have any questions or
require further information, do not hesitate to reach out at ['Your Contact Information].

Thank you for your cooperation and support.
Sincerely,

[Your Name]

[Your Title]

[Your Company/Organization Name]

[Your Contact Information]



