
Healthcare Audit Preparation Instructions 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Instructions for Preparing for Upcoming Healthcare Audit 

Dear [Recipient's Name], 

As we prepare for the upcoming healthcare audit scheduled for [Insert Date], please follow the 

instructions outlined below to ensure a smooth and successful process: 

Preparation Instructions 

1. Review all relevant documentation, including patient records, billing statements, and 

compliance policies. 

2. Ensure that all documentation is complete and up-to-date. 

3. Organize files by category for easy access during the audit. 

4. Conduct a self-audit to identify any discrepancies or areas for improvement. 

5. Prepare a list of key personnel who will be present during the audit and their roles. 

6. Schedule a pre-audit meeting to discuss any concerns or questions with the audit team. 

Please ensure that all preparations are completed by [Insert Deadline Date]. If you have any 

questions or require further assistance, do not hesitate to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


