
Information Request for Client Audit Process 

Date: [Insert Date] 

To: [Client Name] 

[Client Address] 

Dear [Client Name], 

We hope this message finds you well. As part of our standard audit process, we would like to 

request certain information to ensure a comprehensive review of your account. 

We kindly ask you to provide the following documents: 

• [Document 1] 

• [Document 2] 

• [Document 3] 

• [Document 4] 

Please send the requested information by [Insert Deadline] to facilitate a smooth audit process. 

If you have any questions or require clarification, feel free to reach out to us at [Your Contact 

Information]. Thank you for your cooperation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


