Notice of Policy Audit Template

Notice of Policy Audit Template






Created by: Cindy Bartlett, Ministry Safety & Risk Consultant
Date: January 2026
WCD Operations: Safe Church Ministry 
























[image: A blue and white background with blue lines

AI-generated content may be incorrect.]


1
[image: ]



2

Notice Template:

Subject: Notice of Policy Audit – [Ministry Area] 

Dear [Ministry Leader], 

This correspondence is to formally notify you that a policy audit will be conducted for the [ministry area]. 

The purpose of this audit is to demonstrate due diligence and to ensure ongoing alignment with established policies and procedures. This audit should not be interpreted as a reflection of any concern regarding compliance or confidence in your leadership. 

The scope of the policy audit will include: 
· A review of relevant documentation 
· An on-site visit conducted outside of program hours 
· At least one on-site visit during program operations 

Upon completion of the audit, a written report will be provided outlining observations, recommendations, and any required corrective actions. A designated timeframe for compliance will be included. You will also have the opportunity to provide additional information or clarification for consideration during the audit process. 

Please complete the attached questionnaire and submit it, along with copies of all applicable supporting documentation, no later than [due date]. If certain documentation is unavailable, please include a written explanation. 

Should you have any questions or require clarification regarding this audit, please contact [Name of Leader/Auditor]. 

Thank you for your cooperation and continued commitment to organizational excellence. 

Sincerely, 
[Your Name] 
[Title] 
[Church Name] 
[Contact Information]
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