
Vendor Audit Compliance Reminder 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

We hope this message finds you well. As part of our ongoing commitment to maintaining 

compliance and quality assurance, this letter serves as a reminder of the upcoming vendor audit 

scheduled for [Insert Date]. 

Please ensure that all necessary documentation and compliance requirements are prepared and 

readily available for our audit team. This includes, but is not limited to: 

• Quality control procedures 

• Safety standards compliance documents 

• Financial records related to our contract 

• Any previous audit reports 

We appreciate your cooperation and support in this matter. Should you have any questions or 

require further assistance, please do not hesitate to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


