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James M. Kaplan, Internal Auditor
FAIRFAX COUNTY 
Burkholder Administrative Center

PUBLIC SCHOOLS
10700 Page Avenue



Fairfax, Virginia 22030
<insert date>

<insert director or program manager>

<insert department>

<nsert building>

<insert street address>

<insert city, state, zip>

Dear <name>

I have scheduled an audit of the Fairfax County Public Schools <insert audit area>. These audits are being conducted in accordance with Regulation <insert regulation or authority>. <insert detail> I included these audits in the FY2000 Internal Audit Plan approved by the Division Superintendent. The purpose of this audits is to verify that:

Insert objectives

As part of this audit I will also <include additional areas>.  These audits are part of the Internal Audit Work plan and should not be considered an indication of a problem. I will keep you informed of the progress with periodic discussions throughout the audit as deemed necessary.  My report will provide the status of<area>, non compliance comments and recommendations for improvement. Should you have any questions, do not hesitate to call me at 246-4717.

Sincerely,

Jim Kaplan 

Internal Auditor

Accepted by:









Date:


Cc: 


