
Internal Audit Schedule Announcement 

Date: [Insert Date] 

To: All Staff 

From: [Your Name] 

Subject: Announcement of Internal Audit Schedule 

Dear Team, 

We would like to inform you that the internal audit for [Department/Area] will be conducted 

from [Start Date] to [End Date]. The purpose of this audit is to ensure compliance with our 

company's policies and to identify opportunities for improvement. 

Please be prepared to provide any requested documents and cooperate with the audit team during 

this period. Your support is crucial to the success of this audit. 

If you have any questions or require further information, please do not hesitate to reach out to 

me. 

Thank you for your cooperation. 

Best regards, 

[Your Name] [Your Position] [Your Company] 


