
Audit Records Retention Policy 

Implementation 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Implementation of Audit Records Retention Policy 

Dear [Insert Recipient Name], 

We are writing to inform you about the implementation of our Audit Records Retention Policy, 

effective [Insert Effective Date]. This policy is designed to ensure that all audit-related records 

are maintained and disposed of in accordance with applicable regulations and best practices. 

Key points of the policy include: 

• Retention period for various types of audit records. 

• Secure storage and access protocols for sensitive information. 

• Procedures for the proper disposal of records after the retention period has expired. 

All team members are required to comply with this policy to ensure the integrity of our audit 

process and to protect our organization's information assets. 

Please feel free to reach out if you have any questions or require further clarification regarding 

this policy. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


