
Service Audit Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company's Name] 

[Company's Address] 

Dear [Recipient's Name], 

We would like to formally notify you that a service audit will be conducted on [insert audit start 

date]. This audit aims to assess the quality and effectiveness of the services provided and to 

ensure compliance with our service standards. 

The audit will take place over the course of [insert duration]. Our audit team will evaluate 

various aspects of the service delivery process. They may require access to relevant documents 

and data, as well as interviews with your staff. 

We appreciate your cooperation in this matter and look forward to your support during the audit 

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

contact us at [insert contact information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company's Name] 

[Your Company's Address] 

[Your Contact Information] 


