
Audit Process Guidelines 

Date: [Insert Date] 

To: [External Auditor's Name] 

From: [Your Name] 

Subject: Guidelines for the Upcoming Audit Process 

Dear [External Auditor's Name], 

We are preparing for the upcoming audit scheduled for [Insert Audit Dates]. Below are the 

guidelines to facilitate a smooth audit process: 

1. Preparation 

• Ensure that all financial documentation is ready and accessible. 

• Schedule preliminary meetings with relevant personnel. 

2. Audit Fieldwork 

• Conduct fieldwork from [Start Date] to [End Date]. 

• Review internal controls and compliance with policies. 

3. Reporting 

• Provide a draft report by [Insert Date]. 

• Discuss findings and recommendations in a follow-up meeting. 

4. Final Deliverables 

• Submit final audit report by [Insert Date]. 

• Include a management letter addressing key issues. 

Please do not hesitate to reach out if you have any questions or need further clarification on the 

guidelines outlined above. 

Thank you for your cooperation. 

Sincerely, 



[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


