
Compliance Audit Preparation Notice 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

[Insert Recipient's Position] 

[Insert Company/Organization Name] 

[Insert Company Address] 

Dear [Recipient's Name], 

We are writing to notify you that your department is scheduled for a compliance audit on [Insert 

Audit Date]. This audit is part of our ongoing commitment to ensure adherence to regulatory 

standards and internal policies. 

As part of the preparation process, we kindly ask you to gather the following documentation: 

• [Insert Document Type 1] 

• [Insert Document Type 2] 

• [Insert Document Type 3] 

• [Insert Document Type 4] 

• [Insert Document Type 5] 

Please ensure that all necessary documents are prepared and available for review by [Insert Date 

for Document Submission]. Should you have any questions or require further clarification, do 

not hesitate to reach out to us at [Insert Contact Information]. 

Thank you for your cooperation in this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


