
Audit Checklist Preparation for Financial 

Review 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

As part of our upcoming financial review, we are in the process of preparing an audit checklist to 

ensure a comprehensive evaluation of our financial practices. This checklist will serve as a 

guiding document for our auditing team to assess compliance and identify any areas needing 

improvement. 

Audit Checklist Items 

• Review of financial statements and reports 

• Verification of account balances 

• Assessment of internal controls 

• Documentation and record-keeping practices 

• Compliance with regulations and standards 

• Analysis of financial ratios 

• Review of expenditure and budgeting processes 

We kindly request your assistance in gathering the relevant documents and information needed 

to complete this checklist. Please ensure that all documents are prepared by [Insert Deadline 

Date] to facilitate a smooth audit process. 

Thank you for your cooperation and support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 



[Your Contact Information] 


