
Compliance Assessment Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company's Name] 

[Company's Address] 

Dear [Recipient's Name], 

I hope this letter finds you well. We are conducting a compliance assessment in relation to 

[specific regulations/standards], and we would like to request your assistance in this matter. 

To ensure that we meet all necessary regulatory requirements, we kindly ask you to provide the 

following information: 

• [Specific Information Required #1] 

• [Specific Information Required #2] 

• [Specific Information Required #3] 

Please send the requested information by [insert deadline] to ensure that we stay on schedule 

with our compliance assessment process. 

Thank you for your attention to this matter. If you have any questions or require further 

clarification, please do not hesitate to contact me at [Your Phone Number] or [Your Email 

Address]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company's Name] 

[Your Company's Address] 


