Vendor Compliance Audit Notification

Date: [Insert Date]

To: [Vendor Name]

[Vendor Address]

[City, State, Zip Code]

Dear [Vendor Contact Name],

We hope this message finds you well. As part of our ongoing commitment to maintain high
standards and ensure compliance with our company's policies and regulatory requirements, we
will be conducting a compliance audit of your operations.

The audit is scheduled to take place on [Insert Audit Date] at your facility located at [Insert
Facility Address]. During this audit, our team will review your adherence to the agreed-upon

terms and conditions outlined in our vendor contract.

Please prepare the necessary documentation and ensure that the relevant personnel are available
to assist our auditors during the planned visit. A detailed agenda will be provided shortly.

We appreciate your cooperation and professionalism in this matter. Should you have any
questions or require further clarification, please do not hesitate to reach out to us at [Insert
Contact Information].

Thank you for your attention to this important matter.

Sincerely,

[Your Name]

[Your Job Title]

[Your Company Name]

[Your Company Address]

[City, State, Zip Code]

[Your Contact Information]



