
Vendor Compliance Audit Notification 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Representative's Name], 

We are writing to inform you that a compliance audit will be conducted at your facility on [Insert 

Date]. This audit is part of our ongoing commitment to ensuring that all our vendors meet the 

required standards for safety, quality, and regulatory compliance. 

Please ensure that all necessary documents and personnel are available for the audit. The audit 

will cover the following areas: 

• Quality Control Procedures 

• Safety Standards Compliance 

• Environmental Regulations 

• Documentation and Record Keeping 

We appreciate your cooperation in this matter. If you have any questions or require further 

clarification, please do not hesitate to reach out to us at [Your Contact Information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


