
Audit Records Retention Policy 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Audit Records Retention Best Practices 

Dear [Recipient Name], 

As part of our commitment to regulatory compliance and organizational integrity, we are 

implementing a comprehensive Records Retention Policy for audit records. This policy outlines 

best practices to ensure that our records are retained securely, accessed appropriately, and 

disposed of in a timely manner. 

Best Practices for Audit Records Retention: 

• Retention Period: Retain audit records for a minimum of [Insert Duration] years in 

accordance with legal and regulatory requirements. 

• Secure Storage: Ensure that all records are stored securely, using both physical and 

digital security measures. 

• Access Control: Limit access to audit records to authorized personnel only. 

• Regular Reviews: Conduct annual reviews of retained records to verify relevance and 

compliance with retention schedules. 

• Secure Disposal: Implement a systematic process for securely disposing of records that 

are no longer required. 

Compliance with these best practices is crucial to our operational efficacy and risk management. 

Kindly familiarize yourself with these guidelines and ensure their implementation in your 

respective departments. 

Thank you for your attention to this important matter. If you have any questions or require 

further clarification, please feel free to reach out. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


