
Letter Template for Shipping Quality Audit 

Requirements 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

Dear [Recipient's Name], 

We hope this letter finds you well. As part of our ongoing commitment to maintain the highest 

standards of quality in our shipping processes, we would like to outline the requirements for the 

upcoming shipping quality audit which is scheduled for [insert date]. 

Shipping Quality Audit Requirements 

1. Documentation of all shipping processes. 

2. Verification of compliance with industry regulations. 

3. Assessment of packaging materials and methods. 

4. Evaluation of transportation methods and carriers. 

5. Review of handling procedures at shipping and receiving locations. 

6. Inspection of any quality issues reported post-shipping. 

7. Adherence to timelines and delivery schedules. 

Please ensure that all relevant documents and personnel are available for review during the audit. 

Should you have any questions or require further clarification regarding these requirements, do 

not hesitate to reach out to us. 

Thank you for your attention to this matter. We look forward to your cooperation in achieving 

shipping excellence. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 



[Your Contact Information] 


