
Audit Notification Letter 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are writing to formally notify you that our upcoming audit will take place on [Insert Dates]. 

The purpose of the audit is to ensure compliance with [Insert Relevant Regulations or 

Standards]. 

Please ensure that all necessary documentation is prepared and accessible for the audit team. 

This includes, but is not limited to, financial records, operational procedures, and any relevant 

correspondence. The audit team will consist of [Insert Audit Team Members] and will require 

access to your department during the audit process. 

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

[Insert Contact Information]. We appreciate your cooperation in making this audit a success. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


