
Account Audit Notification 

Date: [Insert Date] 

Dear [Client's Name], 

We hope this message finds you well. This letter is to notify you that we will be conducting an 

audit of your account as part of our routine review process. The audit will take place from [Start 

Date] to [End Date]. 

Please ensure that all relevant documents and records are up to date and accessible. Our auditing 

team may reach out to you for additional information during this period. 

If you have any questions or concerns regarding this audit, please do not hesitate to contact us at 

[Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company's Name] 

[Your Company's Contact Information] 


