
Internal Audit Staff Scheduling 

Date: [Insert Date] 

To: [Insert Auditor's Name] 

From: [Insert Your Name] 

Subject: Internal Audit Staff Schedule 

Dear [Insert Auditor's Name], 

We are pleased to provide you with the schedule for the upcoming internal audits for the period 

of [Insert Audit Period]. Please find the details below: 

Audit Schedule 

Date Audit Area Team Members Time 

[Insert Date 1] [Insert Audit Area 1] [Insert Team Members 1] [Insert Time 1] 

[Insert Date 2] [Insert Audit Area 2] [Insert Team Members 2] [Insert Time 2] 

Please ensure you are prepared for your assigned audits and bring any necessary documentation. 

If you have any questions or conflicts with the schedule, do not hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


