Vendor Compliance Audit Reminder

Dear [Vendor Name],

This is a friendly reminder regarding the upcoming deadlines for the compliance audit scheduled
for [Date]. As part of our commitment to maintaining high standards of quality and compliance,
we ask that you ensure all necessary documentation and requirements are met by the specified
dates.

Key Deadlines:

e Document Submission Deadline: [Date]
e Compliance Training Completion: [Date]
o Final Review Session: [Date]

Please ensure that all documentation is submitted on time to avoid any delays in the audit
process. If you have any questions or require assistance, feel free to reach out to us at [Contact
Information].

Thank you for your attention to this important matter.

Sincerely,

[Your Name]
[Your Job Title]
[Your Company]



