
Audit Checklist Preparation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Preparation of Audit Checklist for Quality Assurance Evaluation 

Dear [Recipient Name], 

I hope this message finds you well. As part of our commitment to maintaining high standards of 

quality assurance, we are in the process of preparing an audit checklist for the upcoming 

evaluation. 

The checklist will cover the following key areas: 

• Compliance with quality standards 

• Effectiveness of current quality control processes 

• Documentation and record-keeping practices 

• Employee adherence to quality protocols 

• Customer feedback and satisfaction metrics 

Please review the current checklist and provide any additional input or suggestions by [Insert 

Deadline]. Your expertise is invaluable to ensure we capture all necessary elements for the 

evaluation. 

Thank you for your cooperation and support. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company] 


