
Audit Documentation Standards and 

Practices 

Date: [Insert Date] 

To: [Recipient Name] 

Position: [Recipient Position] 

Company: [Recipient Company] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We are writing to inform you about our established audit documentation standards and practices 

which ensure the integrity and accuracy of the auditing process. We believe that adherence to 

these standards is crucial for maintaining transparency and accountability in our operations. 

Audit Documentation Standards 

• Complete and clear documentation of all audit procedures conducted. 

• Use of standardized templates for consistency across audits. 

• Regular updates and training of audit staff on documentation requirements. 

Practices to Follow 

• Maintain records of all communications with relevant stakeholders. 

• Document findings and conclusions accurately and concisely. 

• Secure electronic documents through proper access controls. 

We appreciate your cooperation in adhering to these standards and practices. Please feel free to 

reach out if you have any questions or need further clarification. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 



[Your Contact Information] 


