
Audit Request Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Institution/Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Institution] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are writing to request an audit review of [specific department or program] at [Name of 

Educational Institution] as part of our commitment to continuous improvement and adherence to 

quality standards. The review aims to evaluate the effectiveness and compliance of our processes 

in line with educational regulations and best practices. 

We propose the audit to take place during [insert proposed dates], and we are happy to 

accommodate your schedule to ensure a thorough review. Please let us know if these dates work 

for you or if alternative arrangements are necessary. 

We appreciate your cooperation in this important matter and look forward to your prompt 

response. Should you have any questions or require further information, please do not hesitate to 

contact me. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Institution/Organization] 


