
Invitation to Project Audit 

Date: [Insert Date] 

To: [Contractor's Name] 

[Contractor's Address] 

Dear [Contractor's Name], 

We are writing to formally invite you to participate in an upcoming audit of the [Project Name] 

project. The purpose of this audit is to assess compliance with our project standards and ensure 

accountability in the use of resources. 

The audit is scheduled for [Insert Date], and we request your presence at [Insert Location] at 

[Insert Time]. During this audit, we will review project documentation, assess project 

performance, and discuss any challenges faced during the project's execution. 

Please confirm your attendance by [Insert Response Deadline]. Should you have any questions or 

require further clarification, feel free to reach out to us at [Insert Contact Information]. 

Thank you for your cooperation. We look forward to your participation in ensuring the success 

of this project. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


