
Internal Audit Schedule Announcement 

Date: [Insert Date] 

To: All Employees 

Dear Team, 

This is 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 internal policies and 

assess the effectiveness of our processes. 

During this period, the audit team will request access to relevant documents and may conduct 

interviews with team members. Your cooperation is essential to facilitate a smooth and effective 

audit process. 

We appreciate your support and understanding as we work towards continuous improvement 

within our organization. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


