
Vendor Compliance Audit Request 

Date: [Insert Date] 

To: [Vendor Name] 

Attention: [Contact Person's Name] 

[Vendor Address] 

Dear [Contact Person's Name], 

As part of our ongoing commitment to maintaining compliance with industry standards and 

enhancing our relationship with our valued vendors, we request your cooperation in participating 

in a compliance audit. 

The compliance audit will focus on the following key areas: 

• Adherence to contractual obligations 

• Quality assurance processes 

• Regulatory compliance 

We propose to conduct the audit on [Insert Proposed Date]. Please confirm your availability for 

this date or suggest an alternative date within [Insert Time Frame]. We appreciate your prompt 

response to this request. 

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

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


