
Audit Expectation Announcement 

Date: [Insert Date] 

Dear Team, 

We are writing to inform you that an internal audit will be conducted across the organization 

starting on [Insert Start Date]. This audit aims to assess our compliance, operational efficiency, 

and internal controls. 

During this period, we expect full cooperation from everyone. Please ensure that all relevant 

documents are organized and accessible. The audit team may reach out to you for clarification or 

additional information as needed. 

Your support and commitment to maintaining transparency and accountability are crucial to the 

success of this process. We appreciate your understanding and cooperation. 

If you have any questions or concerns, please do not hesitate to reach out to [Insert Contact 

Information]. 

Thank you for your attention and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


