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Date: [Insert Date] 

To: [Insert Auditor's Name] 

From: [Insert Your Name] 

Subject: External Audit Documentation Protocols 

Introduction 

This document outlines the protocols for maintaining and managing documentation during the 

external audit process. 

Documentation Standards 

• All documents must be complete, accurate, and up-to-date. 

• Confidential information must be safeguarded and marked appropriately. 

• Documentation should be stored in a secure and accessible format. 

Timeline 

The following milestones are to be adhered to during the audit: 

1. Initial Document Submission: [Insert Date] 

2. Mid-Review Submission: [Insert Date] 

3. Final Document Submission: [Insert Date] 

Communication Protocol 

Open lines of communication should be maintained throughout the audit process. If any issues 

arise, they should be addressed promptly. 

Conclusion 

Adherence to these protocols is essential for a successful audit process. Thank you for your 

cooperation. 

Best Regards, 



[Your Name] 

[Your Position] 

[Your Company] 


