On Charity letterhead

Dear

Charity – audit tender

Periodically the trustees of XX Charity conduct a review of their audit service to ensure that the charity is receiving value for money.  I am writing to invite you to tender to be appointed as our auditors.

I am enclosing the following:

· Background information

· Information to be included in audit tender

· Copy of 20XX accounts

We are inviting three firms to tender and intend to reduce this to a shortlist of 2 to present to the trustees.  Our timetable is as follows:

	x
	January 20XX
	-
	despatch of invitation to tender

	x
	January 20XX
	-
	confirmation by audit firms of willingness to tender

	x
	February 20XX
	-
	submission of audit tender (x copies)

	x
	February 20XX
	-
	committee of trustees to meet to short-list firms

	x
	March 20XX
	-
	short-listed firms to make presentation to trustees

	x
	March 20XX
	-
	decision to be made by trustees and advised to firms


I look forward to hearing from you.  If there is any further information you require, please contact me.

Yours sincerely

Secretary to the Trustees
enc: as above 

