Reminder: Upcoming Internal Audit
Timetable

Dear [Team/Department Name],

This is a friendly reminder regarding the upcoming internal audit scheduled for [Date]. Please
find the timetable and important details below:

Internal Audit Timetable

Date | Activity Responsible Person
[Date 1] [Activity 1] [Name 1]
[Date 2] [Activity 2] [Name 2]
[Date 3] [Activity 3] [Name 3]

Please ensure that all necessary documentation is prepared in advance. Should you have any
questions or require further clarification, feel free to reach out.

Thank you for your cooperation.

Best regards,
[Your Name]
[Your Position]
[Your Company]



