
Audit Checklist Preparation Letter 

Date: [Insert Date] 

To: [Insert Name] 

[Insert Position] 

[Insert Company/Organization] 

[Insert Address] 

Dear [Insert Name], 

Subject: Preparation of Audit Checklist for Regulatory Compliance Audit 

As part of our ongoing commitment to maintaining compliance with regulatory standards, we are 

preparing for an upcoming compliance audit scheduled for [Insert Date]. To ensure that we are 

adequately prepared, we require your assistance in compiling an audit checklist. 

Please find below the essential areas that our audit checklist will cover: 

• Document Control Procedures 

• Training Records 

• Compliance with Safety Standards 

• Environmental Regulations 

• Financial Controls 

• Operational Processes 

We kindly request that you review and provide any additional items you deem necessary to 

include in this checklist by [Insert Deadline]. This will help ensure that our assessment is 

thorough and comprehensive. 

Thank you for your cooperation and support in this important process. If you have any questions, 

please do not hesitate to contact me. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


