
Audit Checklist Preparation for Compliance 

Assessment 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

We are writing to formally initiate the preparation process of the audit checklist for the 

upcoming compliance assessment scheduled for [Insert Date of Assessment]. This checklist will 

serve as a comprehensive tool to ensure that all relevant areas are thoroughly reviewed and 

assessed. 

Checklist Preparation Objectives: 

• To identify key compliance areas that require assessment. 

• To ensure adherence to applicable regulations and standards. 

• To facilitate a systematic and efficient audit process. 

Action Items: 

1. Review current compliance policies and procedures. 

2. Gather relevant documentation and records. 

3. Identify and assign responsibility for checklist completion. 

Please provide your insights and any additional requirements you may have by [Insert Deadline 

for Feedback]. Your collaboration is crucial for the successful completion of this assessment. 

Thank you for your attention to this matter. We look forward to your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 



[Your Contact Information] 


