
Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

Subject: Request for Audit Trail Documentation for Risk Assessment 

As part of our ongoing commitment to risk management and compliance, we are currently 

conducting a risk assessment. To ensure a comprehensive evaluation, we kindly request your 

assistance in providing the necessary audit trail documentation. 

Specifically, we are seeking the following information: 

• [Item 1 - e.g., access logs] 

• [Item 2 - e.g., transaction records] 

• [Item 3 - e.g., user activity reports] 

• [Item 4 - e.g., change management logs] 

Please provide this documentation by [Insert Due Date] to allow sufficient time for analysis. If 

there are any questions or if you need further clarification regarding this request, do not hesitate 

to reach out to me directly. 

Thank you for your cooperation and support in this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


