
Tax Audit Preparatory Guidelines 

Date: [Insert Date] 

To: [Insert Name] 

From: [Insert Your Name/Your Organization] 

Subject: Guidelines for Upcoming Tax Audit 

Dear [Insert Name], 

As we prepare for the upcoming tax audit, it is crucial to follow a systematic approach to ensure 

that all necessary documentation is readily available and organized. Below are the preparatory 

guidelines: 

1. Document Collection: Gather all financial records, including income statements, balance 

sheets, and tax returns for the past [Insert Years] years. 

2. Organize Receipts: Compile all receipts related to business expenses and categorize 

them accordingly. 

3. Review Internal Controls: Assess the effectiveness of existing internal controls in place 

to identify any areas of concern. 

4. Prepare for Review: Schedule meetings with relevant staff to discuss any potential 

issues that may arise during the audit. 

5. Consult with Tax Professionals: Engage with tax advisors to clarify any complex issues 

that need addressing before the audit. 

Please ensure that all tasks are completed by [Insert Deadline]. If you have any questions or need 

assistance, do not hesitate to reach out. 

Best regards, 

[Insert Your Name] 

[Insert Your Title] 

[Insert Your Organization] 

[Insert Contact Information] 


