Audit Expectation Briefing

Date: [Insert Date]

To: [Team Member Names]

From: [Your Name]

Subject: Audit Expectation Briefing

Dear Team,

As we prepare for the upcoming audit scheduled for [Insert Date], | would like to outline our

expectations and areas of focus for the team. This briefing is crucial for ensuring that we present
a coordinated and thorough representation of our operations.

Objectives of the Audit

e To ensure compliance with regulations and internal policies.
e To identify areas for improvement in our processes.
e To enhance the accuracy of our financial reporting.

Key Areas of Focus

« Documentation and Record Keeping
« Internal Controls and Procedures
o Compliance with Relevant Standards

Your Responsibilities
Please ensure that you gather and prepare any necessary documentation related to your areas of

responsibility by [Insert Deadline]. Your cooperation and attention to detail are crucial in making
this audit process seamless.

Next Steps

We will have a follow-up meeting on [Insert Date] to discuss any questions or concerns you may
have regarding the audit preparations. Your input will be valuable as we move forward.

Thank you for your commitment and diligence.

Best Regards,



[Your Name]
[Your Position]



