To
[The Recipient Name]
[Designation]
[Company Name]
Dear [Name],
Under provision given in Company Rules [name of rule] and authorization given by Director of Policy Mr. [name], [title] Mr. [name] from [accounts firm name] is hereby authorized to access the [name] account details for a period of [no of months/weeks/days] from [date to date]. He is a very competent accountant, and his firm has been dealing with all the tax issues and account audits for the past [number] years.
He has been hired by the company as an external resource to audit, identify anomalies/irregularities (if any) to enable us to rectify them before the Annual Accounts Audit scheduled at the end of the year. He has been given complete clearance by the Head office to audit this account and you are requested to offer your full co-operation from your staff and accountants.
You are also requested to nominate a liaison officer with Mr. [name] for the duration of the audit. Administrative assistance required for him has already been coordinated with the administration section, details of which will be shared with your department by the Human Resource Department shortly. 
In case of any further queries please contact Mr. [name] of [Department Name] at [phone number] or email him at [email address].
Sincerely,
[Your Name]
[Business]
[Address]
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