
Audit Procedural Guidelines for 

Departmental Assessments 

Date: [Insert Date] 

To: [Department Name] 

From: [Your Name/Position] 

Subject: Audit Procedural Guidelines for Upcoming Departmental Assessments 

Dear [Department Head's Name], 

As part of our ongoing commitment to ensuring compliance and accountability, we are 

conducting departmental assessments. This letter outlines the procedural guidelines to be 

followed during the audit process. 

1. Objectives of the Audit 

• Assess compliance with established policies and regulations. 

• Evaluate the effectiveness and efficiency of departmental operations. 

• Identify areas for improvement and best practices. 

2. Audit Timeline 

The audit will take place from [Start Date] to [End Date]. Please prepare for the following key 

dates: 

• Pre-audit meeting: [Date] 

• Data collection phase: [Start Date] to [End Date] 

• Exit interview: [Date] 

• Draft report delivery: [Date] 

3. Documentation Requirements 

Please ensure that the following documentation is available for review: 

• Financial records 

• Policy and procedure manuals 

• Performance metrics and reports 

4. Responsibilities 

Each department is responsible for: 



• Providing access to all relevant documentation. 

• Designating a contact person for audit inquiries. 

Your cooperation in this process is essential for the successful completion of the audit. Should 

you have any questions or require further clarification, please do not hesitate to contact me. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


