
Audit Trail Documentation Checklist 

Date: [Insert Date] 

To: [Stakeholder Name] 

From: [Your Name] 

Subject: Audit Trail Documentation Checklist 

Introduction 

This document outlines the checklist for the audit trail required for [Project/Process Name]. 

Please review and ensure all items are addressed. 

Audit Trail Checklist 

• [ ] Document Version Control 

• [ ] User Access Logging 

• [ ] Data Modification Records 

• [ ] User Activity Tracking 

• [ ] Change Approval Process 

• [ ] System Backup Logs 

• [ ] Security Incident Reports 

• [ ] Audit Compliance Reports 

Notes 

Ensure all documentation is completed by [Deadline Date]. If you have any questions, please feel 

free to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


