
Comprehensive Profit and Loss Examination 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company] 

[Recipient Address] 

Dear [Recipient Name], 

We are writing to inform you that a comprehensive examination of the profit and loss statements 

for [Company Name] has been scheduled. This examination aims to provide an in-depth analysis 

of the financial performance during the period ending [Insert Date]. 

Our team will review the following key areas: 

• Revenue streams 

• Cost of goods sold 

• Operating expenses 

• Net profit analysis 

• Comparative performance metrics 

The examination is expected to commence on [Start Date] and conclude by [End Date]. We 

kindly request that you prepare and provide access to all relevant documentation, including but 

not limited to: 

• Previous profit and loss statements 

• Financial summaries 

• Supporting invoices and receipts 

We appreciate your cooperation and look forward to working closely with you during this 

process. Should you have any queries or require further information, please feel free to contact 

us at [Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company] 

[Your Contact Information] 


