
Participant Guide for Audit Training 

Date: [Insert Date] 

Dear [Participant's Name], 

We are pleased to invite you to our upcoming Audit Training session scheduled for [Insert 

Dates]. This training is designed to equip you with essential skills and knowledge required for 

effective auditing. 

Training Details: 

• Location: [Insert Location] 

• Time: [Insert Time] 

• Duration: [Insert Duration] 

Agenda: 

1. Introduction to Auditing 

2. Audit Planning 

3. Fieldwork and Data Collection 

4. Reporting Findings 

5. Q&A Session 

Preparation: 

Please come prepared with the following: 

• Notepad and pen 

• Any relevant documents 

• Your questions and concerns 

If you have any questions or require further information, do not hesitate to contact us at [Insert 

Contact Information]. 

We look forward to seeing you at the training. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


