
Annual Financial Audit Documentation 

Request 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

As part of our annual financial audit process, we are in the process of gathering necessary 

documentation to ensure a thorough review. 

We kindly request your assistance in providing the following documents: 

• Bank statements for the fiscal year [Insert Year] 

• General ledger 

• Invoices and receipts for all major expenses 

• Contracts and agreements related to significant transactions 

• Details of any outstanding liabilities 

If possible, please provide these documents by [Insert Due Date]. This will help us maintain our 

schedule for the audit and ensure a smooth process. 

Thank you for your cooperation. Should you have any questions or need further clarification, 

please feel free to reach out. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Phone Number]  

[Your Email Address] 


