Regulatory Audit Confirmation

To: [Recipient Name]

[Recipient Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Date: [Insert Date]

Dear [Recipient Name],

Subject: Regulatory Audit Confirmation

We are writing to confirm our upcoming regulatory audit scheduled for [insert date]. This audit
is required to ensure compliance with [relevant regulations or standards].

Please ensure that the necessary documents and records are prepared for review, including but
not limited to:

Financial records
Compliance documents

Internal policies
Relevant correspondence

The audit team will arrive at [location] at [time]. If there are any questions or concerns, please
feel free to reach out to me directly at [your phone number] or [your email address].

Thank you for your cooperation.

Sincerely,

[Your Name]

[Your Title]

[Your Company/Organization Name]

[Your Contact Information]



