
Contractor Compliance Review Scheduling 

Date: [Insert Date] 

To: [Contractor Name] 

Address: [Contractor Address] 

Dear [Contractor Name], 

We are writing to inform you that a compliance review will be scheduled for your contract with 

[Company Name]. This review is part of our ongoing efforts to ensure that all contractors are 

meeting the required standards and regulations. 

Please be advised of the following details regarding the scheduled review: 

• Date of Review: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

We kindly request that you prepare the necessary documentation and materials for this review. 

Should you have any questions or concerns, please do not hesitate to reach out to us at [Contact 

Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


