To
[The Recipients]
[Department Name]
[Company Name]
RE: Internal audit announcement for the year 20XX-20XX
This is to notify you that the company’s internal audit has been scheduled to be carried out on the 1st, 2nd, and 3rd of August 202X. The auditing team will comprise our Senior Executive along with the Managing Director and their immediate subordinates. You are all requested to be well-prepared for this audit.
The main purpose of this inspection is to assess the overall standard of work being performed by our employees. At the same time, issues that are hindering the growth of the organization will be identified.
All departments are requested to cooperate and present an honest performance report before the auditing team. You may contact XYZ for any questions before the mentioned dates.
Sincerely,
[Your Name]
[Department]
[Company Name]
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