Request for Audit Schedule Modification

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Company]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Recipient Name]

[Recipient Position]

[Recipient Company]

[Recipient Address]

[City, State, Zip Code]

Dear [Recipient Name],

| hope this message finds you well. I am writing to formally request a modification to the current
audit schedule originally set for [insert original date]. Due to [insert reason for modification], |

believe it would be beneficial to reschedule the audit to a later date.

| propose the following dates as alternatives: [insert proposed dates]. | believe these adjustments
will allow us to better prepare and ensure a thorough audit process.

Thank you for considering this request. I look forward to your understanding and support in this
matter. Please let me know a suitable time for us to discuss this further.

Sincerely,
[Your Name]

[Your Position]



