
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: VQA Audit Notification  

I hope this message finds you well.  

This letter serves to inform you that a Vulnerability and Quality 

Assurance (VQA) audit will be conducted on [insert date(s)] at [insert 

location or department]. The purpose of this audit is to assess our 

compliance with relevant standards and to identify potential areas for 

improvement. 

We will require access to the following resources during the audit:  

1. [List of resources/documents needed]  

2. [List of any other relevant information]  

Please ensure that your team is prepared for the audit and that all 

necessary documentation is organized and readily available. The audit 

team will be comprised of [list of auditors or teams involved], and they 

will reach out to you in advance to schedule any needed meetings. 

Should you have any questions or require further clarification, please do 

not hesitate to reach out to me directly at [Your phone number] or [Your 

email address]. 

Thank you for your cooperation and support as we work to maintain our 

quality standards. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


