Invoice Audit Trail Request

Date: [Insert Date]

To: [Recipient Name]

[Recipient Position]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

| am writing to formally request the audit trail for invoices related to [specific project or time
period] in compliance with regulatory requirements. This information is necessary for our
records and will assist in ensuring full accountability and transparency.

Specifically, we request the following details:

Invoice Numbers

Issue Dates

Payment Dates

Purchase Order References
Any other relevant supporting documentation

Please provide the requested information by [insert deadline] to ensure our compliance
procedures remain on track. Should you have any questions or require further clarification, do
not hesitate to contact me at [Your Phone Number] or [Your Email Address].

Thank you for your prompt attention to this matter.

Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Company Address]

[City, State, Zip Code]



