Supplier Contract Audit Notification

Date: [Insert Date]

To: [Supplier Name]

Address: [Supplier Address]
Dear [Supplier Contact Name],

We are writing to inform you that, as part of our ongoing commitment to regulatory compliance
and quality assurance, an audit of our supplier contracts will be conducted on [Insert Audit
Date]. This audit aims to review compliance with our contractual obligations and ensure that all
requirements are being met in accordance with [Insert Applicable Regulations/Standards].

We kindly request your cooperation in this process and ask that you prepare the necessary
documentation, including but not limited to:

e Current supplier agreement

e Invoices and payment records

e Compliance certifications

e Any relevant correspondence regarding contract performance

Please confirm your availability for the audit and any specific requirements you may have within
the next [Insert Response Time, e.g., 5 business days].

Thank you for your attention to this matter. We appreciate your partnership and look forward to
your prompt response.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



