
Environmental Audit Checklist Preparation 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Preparation of Environmental Audit Checklist 

Dear [Recipient Name], 

As we prepare for the upcoming environmental audit scheduled for [Insert Date of Audit], it is 

essential to create a comprehensive checklist to ensure all relevant aspects are covered 

effectively. Below are the proposed items to include in our audit checklist: 

• Compliance with environmental regulations and standards 

• Waste management practices and records 

• Energy and water usage data 

• Emissions monitoring reports 

• Hazardous materials inventory 

• Environmental training records for employees 

• Site inspection and maintenance logs 

• Emergency response procedures 

Please review the items listed above and provide any additional points that should be included by 

[Insert Review Deadline]. Your feedback will be invaluable in ensuring that we conduct a 

thorough and effective audit. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


