
Compliance Audit Timeline Notification 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient Name], 

We hope this message finds you well. We are writing to inform you of the upcoming compliance 

audit scheduled as part of our ongoing commitment to regulatory adherence and quality 

assurance. 

Audit Timeline 

• Preparation Phase: [Start Date] - [End Date] 

• On-site Audit: [Start Date] - [End Date] 

• Review and Reporting: [Start Date] - [End Date] 

• Follow-up Actions: [Start Date] - [End Date] 

Please ensure that all relevant documentation and staff are available during the on-site audit 

phase. Should you have any questions or require further information, do not hesitate to reach out 

to us. 

Thank you for your cooperation and support in maintaining compliance standards. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Contact Information] 


