
Vendor Audit Procedure Notification 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

We are writing to inform you that as part of our ongoing commitment to maintaining high 

standards and compliance, we will be conducting a vendor audit of your operations. This audit 

will take place from [Start Date] to [End Date]. 

The purpose of the audit is to assess the following: 

• Compliance with contractual obligations 

• Quality assurance practices 

• Financial records and reporting 

• Operational efficiency 

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

Our audit team will reach out to you shortly to schedule a meeting and discuss the process in 

detail. 

We appreciate your cooperation and commitment to this important process. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


