
Compliance Audit Documentation Request 

Date: [Insert Date] 

[Auditee's Name] 

[Auditee's Address] 

[City, State, Zip Code] 

Dear [Auditee's Name], 

In accordance with our compliance audit schedule, we request your cooperation in providing the 

necessary documentation related to [specific area of compliance] for the period of [specify time 

frame]. 

The documentation requested includes: 

• [Documentation Item 1] 

• [Documentation Item 2] 

• [Documentation Item 3] 

• [Documentation Item 4] 

We kindly ask that you submit the requested documentation by [due date] to ensure a smooth 

audit process. If you have any questions or require clarification, please do not hesitate to contact 

me at [Your Phone Number] or [Your Email Address]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Organization's Address] 

[City, State, Zip Code] 


