Internal Audit Planning Details

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Internal Audit Planning for [Year/Period]

Dear [Recipient Name],

| am writing to share the details regarding the upcoming internal audit planning for [specific

department/area] for the period of [start date] to [end date]. This audit is aimed at ensuring
compliance, assessing risks, and improving operational efficiency.

Audit Objectives:

« Evaluate the effectiveness of internal controls.
e Assess compliance with relevant regulations and policies.
o Identify areas for improvement in operational processes.

Scope of Audit:

The audit will cover the following areas:

1. [Areal]
2. [Area?2]
3. [Area 3]

Timeline:

e Planning Phase: [Insert Dates]
o Fieldwork: [Insert Dates]
« Reporting: [Insert Dates]

Key Personnel Involved:
The following team members will be involved in the audit process:
e [Name 1] - [Role]

e [Name 2] - [Role]
e [Name 3] - [Role]



Please feel free to reach out if you have any questions or require further details. Your
cooperation will be greatly appreciated as we work together to ensure a thorough and effective
audit process.

Thank you for your attention to this important matter.
Sincerely,
[Your Name]

[Your Title]
[Your Contact Information]



