Audit Trail Documentation Request

Date: [Insert Date]
To: [Insert Recipient's Name]
From: [Insert Your Name]
Subject: Request for Audit Trail Documentation for Compliance Review
Dear [Recipient's Name],
As part of our ongoing commitment to compliance and quality assurance, we are conducting a
review of our audit trail documentation. We kindly request your assistance in providing the
necessary documentation.
Specifically, we are looking for the following information:
o Details of audit trails for the period of [Insert Date Range]
e Access logs and user activity reports

e Any exceptions or anomalies noted during this period

Please submit the requested documentation by [Insert Deadline Date] to ensure we remain
compliant with our review timelines.

Your cooperation is greatly appreciated and essential for our compliance review process. If you
have any questions or need further clarification, please do not hesitate to contact me directly at
[Insert Your Contact Information].

Thank you for your prompt attention to this matter.

Sincerely,

[Your Name]

[Your Position]
[Your Company]



