
Compliance Audit Preparation Checklist 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Compliance Audit Preparation Checklist 

 

Checklist Items: 

• [ ] Review previous audit findings and corrective actions 

• [ ] Confirm all relevant documentation is up-to-date 

• [ ] Ensure compliance policies are communicated to all staff 

• [ ] Conduct internal training sessions for team members 

• [ ] Prepare necessary reports and documentation 

• [ ] Designate a point of contact for auditors 

• [ ] Schedule audit logistics and meeting arrangements 

• [ ] Perform a pre-audit self-assessment 

• [ ] Address any identified gaps in compliance 

Please ensure that all items are completed by [Insert Deadline]. Your cooperation is crucial for a 

successful audit. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


