
International Audit Process Coordination 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

Position: [Insert Recipient's Position] 

Company: [Insert Recipient's Company] 

Address: [Insert Recipient's Address] 

Dear [Insert Recipient's Name], 

Subject: Coordination for Upcoming International Audit Process 

I hope this message finds you well. We are reaching out to initiate the coordination process for 

the upcoming international audit scheduled for [Insert Audit Date]. It is crucial for us to 

streamline our efforts and ensure effective collaboration across all parties involved. 

We would like to propose a preliminary meeting to discuss the audit objectives, timelines, and 

resources required. Please let us know your availability during the week of [Insert Proposed 

Week]. 

Moreover, kindly prepare any relevant documents or data that could facilitate the process, 

including: 

• Previous audit reports 

• Financial statements 

• Internal control documentation 

Your cooperation is essential to ensure a successful audit, and we appreciate your prompt 

attention to this matter. Should you have any questions or require further information, please do 

not hesitate to reach out. 

Thank you for your collaboration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 



[Your Contact Information] 


