
Documentation Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Job Title] 

Organization: [Recipient's Organization] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

As part of our ongoing commitment to healthcare compliance, we are conducting an audit of our 

current practices in accordance with regulatory requirements. To facilitate this process, we 

kindly request your cooperation in providing the following documentation: 

• [List of required documents 1] 

• [List of required documents 2] 

• [List of required documents 3] 

We would appreciate it if you could provide these documents by [Insert Deadline]. If you have 

any questions or require further clarification regarding this request, please feel free to contact me 

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

Thank you for your attention to this matter and for your ongoing cooperation. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Organization] 

[Your Contact Information] 


