Audit Trail Documentation Request

Date: [Insert Date]

To: [Recipient's Name]
[Recipient's Title]
[Recipient's Organization]
[Recipient's Address]

Dear [Recipient's Name],

As part of our commitment to maintaining financial transparency and accountability, we are
conducting a review of our financial records for the period of [Insert Date Range]. To facilitate
this process, we kindly request your assistance in providing the necessary audit trail
documentation.

Specifically, we would appreciate if you could provide the following documents:

e Transaction logs for the specified period
e Supporting documentation for each transaction
e Any correspondence related to these transactions

Please ensure that the information provided is accurate and complete, as it is crucial for our
financial review. We would appreciate receiving the requested documentation by [Insert
Deadline Date].

If you have any questions or need further clarification, please do not hesitate to contact me at
[Your Phone Number] or [Your Email Address].

Thank you for your attention to this matter and your continued cooperation.

Sincerely,

[Your Name]

[Your Title]

[Your Organization]
[Your Address]



