
Audit Working Paper Organization Letter 

Date: [Insert Date] 

To: [Insert Recipient Name] 

Title: [Insert Recipient Title] 

Department: [Insert Recipient Department] 

Address: [Insert Recipient Address] 

Dear [Recipient Name], 

Subject: Organization of Audit Working Papers for Government Audit 

We are writing to outline the organization of the audit working papers related to the upcoming 

government audit scheduled for [Insert Date]. Proper organization of these documents is 

imperative to ensure compliance with audit standards and facilitate an efficient audit process. 

Working Paper Structure 

• Header: Include audit title, client information, and audit period. 

• Table of Contents: List all sections and documents for easy navigation. 

• Section Dividers: Clearly labeled sections for each area of the audit. 

• Supporting Documents: Appendices for additional evidence and information. 

• Conclusion: Summarize findings and recommendations at the end of the working papers. 

Please ensure that all team members adhere to this structure to promote clarity and coherence. If 

you have any questions or require further clarification, do not hesitate to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 

[Your Contact Information] 


