Audit Trail Documentation Request

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Company]
[Your Address]

[City, State, Zip Code]

[Recipient Name]
[Recipient Position]
[Recipient Company]
[Recipient Address]
[City, State, Zip Code]

Dear [Recipient Name],
I hope this message finds you well. As part of our ongoing commitment to maintaining
compliance and transparency, we are conducting a comprehensive audit and require specific
documentation related to our records and transactions.
We kindly request the following audit trail documentation:

e [Document 1: Specification]

e [Document 2: Specification]

e [Document 3: Specification]

Please provide these documents by [Insert Deadline] to ensure our audit process can proceed
smoothly.

If you have any questions or need further clarification, feel free to reach out to me directly at
[Your Phone Number] or [Your Email Address].

Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Position]
[Your Company]



