
Insurance Audit Notification 

Dear [Policyholder's Name], 

We hope this message finds you well. We are writing to inform you that our records indicate that 

your insurance policy, with the policy number [Policy Number], is due for an audit. 

The purpose of this audit is to ensure that your policy terms and conditions are being met and to 

verify the accuracy of the information provided when the policy was issued. 

Please prepare the following documentation for the audit: 

• Your most recent financial statements 

• Proof of any changes in risk factors since the policy was initiated 

• Any other relevant documents that may affect your coverage 

The audit will take place on [Date] at [Location/Format]. We appreciate your cooperation during 

this process and assure you that all information will be handled confidentially. 

If you have any questions or concerns, please do not hesitate to reach out to us at [Contact 

Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Company Name] 

[Your Name] 

[Your Position] 

[Company Contact Information] 


