
Notice of Audit Readiness 

Dear [Client Name], 

We are writing to inform you that your upcoming audit is scheduled for [Date]. In preparation 

for this audit, we kindly request that you ensure all necessary documents and records are 

organized and readily accessible. 

Please review the list of required documentation attached to this message: 

• [Document 1] 

• [Document 2] 

• [Document 3] 

• [Additional Document(s)] 

If you have any questions or require further assistance in preparing for the audit, please do not 

hesitate to reach out to us. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


