
Performance Assessment Audit Letter 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are writing to inform you that a Performance Assessment Audit will take place on [Insert 

Audit Dates]. This audit aims to evaluate the efficiency and effectiveness of [specific programs, 

departments, or operations being assessed]. 

The objectives of this audit include: 

• Assessing the performance outcomes against established benchmarks. 

• Identifying areas for improvement and potential cost savings. 

• Recommending strategies for enhancing operational effectiveness. 

Please ensure that all necessary documentation and personnel are available for the audit team 

during this period. Should you have any questions or require further information, do not hesitate 

to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Address] 

[Your City, State, Zip Code] 


