
Configuration Management Audit and 

Review Process 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Configuration Management Audit and Review Process 

Dear [Recipient Name], 

As part of our commitment to maintaining effective configuration management practices, a 

comprehensive audit and review process will be conducted on [Insert Date/Time]. The aim of 

this audit is to assess the current configuration management processes, ensure compliance with 

internal standards, and identify areas for improvement. 

Please find below details concerning the audit: 

• Audit Team: [Team Members] 

• Location: [Location/Remote] 

• Scope of Audit: [Specify projects/systems to be audited] 

• Preparation Requirements: [List any documents or resources needed] 

We ask you to cooperate fully with the audit team by providing the necessary access to resources 

and documentation. Your input is crucial for a successful review and subsequent improvement of 

our processes. 

Should you have any questions or need further clarification regarding the audit process, please 

feel free to contact me directly at [Your Contact Information]. 

Thank you for your attention to this matter. We appreciate your support in enhancing our 

configuration management practices. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


