Internal Audit Schedule Notification

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Internal Audit Schedule Notification

Dear [Recipient Name],

This communication serves to inform you about the upcoming internal audit schedule for [Insert

Department/Area]. The audit is aimed at assessing compliance, efficiency, and effectiveness
within our operations.

Audit Schedule:

o Audit Period: [Insert Start Date] to [Insert End Date]
e Audit Team Members: [List Names]
e Location: [Insert Location]

Please ensure that all relevant documentation and personnel are available during this period.
Your cooperation is crucial for a successful audit process.

If you have any questions or require further information, please do not hesitate to contact me.
Thank you for your attention to this important matter.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



