
Compliance Requirements Checklist 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Your Name / Your Company] 

Subject: Compliance Requirements Checklist for Audit Purposes 

Dear [Recipient Name], 

As part of our ongoing commitment to compliance and preparation for the upcoming audit, we 

have outlined the necessary compliance requirements checklist. Please review the following 

items: 

• Document all relevant policies and procedures. 

• Ensure employee training records are up to date. 

• Verify that all licenses and permits are current. 

• Conduct review of financial statements. 

• Complete internal risk assessments. 

• Evaluate vendor compliance records. 

• Prepare copies of previous audit reports. 

• Ensure data protection policies are enforced. 

• Compile records of any incidents or breaches. 

Please ensure that all items are addressed by [Insert Deadline]. If you have any questions or need 

further clarification, feel free to reach out. 

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

successful audit process. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


