
Audit Trail Documentation Request 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient Name] 

[Recipient Title] 

[Regulatory Body/Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

Subject: Request for Audit Trail Documentation 

 

We are writing to formally request the documentation related to the audit trail for the period of 

[Insert Time Period] as part of the regulatory examination being conducted by [Regulatory 

Body/Organization]. This documentation is essential for ensuring compliance and transparency 

in our operations. 

Specifically, we are requesting the following: 



• Detailed logs of transactions 

• User access records 

• System changes and updates 

• Any anomalies or flagged incidents during the specified period 

The requested information should be sent to us by [Insert Deadline Date]. If additional 

information is required, please do not hesitate to reach out to me directly at [Your Phone 

Number] or [Your Email Address]. 

Thank you for your attention to this matter. We appreciate your cooperation. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


