
Supplier Contract Audit Notification 

Date: [Insert Date] 

To: [Supplier Name] 

Address: [Supplier Address] 

Dear [Supplier Contact Name], 

We are writing to notify you that a contract audit will be conducted as part of our ongoing risk 

management processes. The purpose of this audit is to ensure compliance with the terms and 

conditions outlined in our supplier agreement and to assess any potential risks associated with 

our partnership. 

The audit is scheduled to take place on [Insert Date of Audit], and we request your cooperation 

in providing the necessary documentation and access to relevant information during this period. 

A list of required documents will be sent to you prior to the audit. 

We appreciate your prompt attention to this matter and look forward to your support in 

facilitating a smooth audit process. 

If you have any questions or concerns regarding this notification, please feel free to contact me 

directly at [Your Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Contact Information] 


