
Audit Expectation Guidance 

Date: [Insert Date] 

To: [External Partner Name] 

From: [Your Organization Name] 

Subject: Guidance on Audit Expectations 

Dear [External Partner Name], 

We would like to take this opportunity to outline our expectations for the upcoming audit. This 

will ensure a smooth process and facilitate effective collaboration between our teams. 

Key Expectations 

• Documentation: Please prepare all necessary documentation in advance. 

• Access to Information: Ensure that our auditors have access to required systems and 

personnel. 

• Timeliness: Adhere to the schedule we have mutually agreed upon. 

• Open Communication: Maintain transparent communication throughout the audit 

process. 

Conclusion 

We appreciate your cooperation and commitment to a successful audit. Should you have any 

questions or need further clarification, please do not hesitate to reach out. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Organization Name] 

[Your Contact Information] 


