
Import-Export Compliance Audit Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are writing to inform you that an import-export compliance audit will be conducted on 

[Insert Date(s)] at your premises. The audit will be carried out by [Auditor's Name or Team], 

who will be assessing your compliance with applicable regulations and standards in the import-

export domain. 

During this audit, we will review relevant documentation, practices, and procedures to ensure 

adherence to established import-export laws and regulations. Please prepare the necessary 

records and make arrangements for our team to access your facilities. 

We appreciate your cooperation in this matter and look forward to working with you to ensure 

compliance and maintain regulatory integrity. 

For any questions or additional information, please contact [Contact Person's Name] at [Contact 

Phone Number] or [Contact Email]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 


