Accounting Change and Policy Election Memo (ASC 250)
	Client: [Client Name]
	Period end: [MM/DD/YYYY]

	Prepared by: [Initials] Date: [MM/DD/YYYY]
	Reviewed by: [Initials] Date: [MM/DD/YYYY]

	W/P reference: [Ref]
	Engagement: [Audit / Review / Compilation]



[Drafting note, delete before filing: Draft for professional judgment. Tailor it to the entity and to your firm’s methodology, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards. Use one memo for each policy election, change in accounting principle, change in estimate, change in reporting entity or error correction. For a judgment on a single transaction under one topic, use the topic memo for that ASC area instead. Keep the alternatives that were rejected in the record.]
1. The change or election
	Item
	Entry

	Title
	[Short title]

	Entity and statements affected
	[Entity] · [Line items and notes]

	Period of adoption or change
	[Fiscal year or quarter]

	Author and approver
	[Name] · [Name]

	Decision needed by
	[MM/DD/YYYY]



[State the proposed policy or change in one sentence the approver can answer yes or no.]
2. Classification under ASC 250
	Question
	Answer
	Basis

	Is this the first-time adoption of a policy for transactions that are new or were immaterial before?
	[Yes / No]
	[Not a change in principle if Yes]

	Is a new standard or ASU being adopted with its own transition method?
	[Yes / No]
	[ASU number and transition paragraph]

	Is the entity moving from one acceptable US GAAP principle to another?
	[Yes / No]
	[Change in accounting principle]

	Does the change arise from new information or experience about an estimate?
	[Yes / No]
	[Change in estimate]

	Is the estimate change made by changing a method, such as a depreciation method?
	[Yes / No]
	[Change in estimate effected by a change in principle]

	Does the change alter the group of entities whose statements are presented?
	[Yes / No]
	[Change in reporting entity]

	Was a prior-period amount wrong because of a mistake, oversight or misuse of facts that existed then?
	[Yes / No]
	[Error correction]



Classification: [Policy election / Change in accounting principle / Change in estimate / Change in estimate effected by a change in principle / Change in reporting entity / Error correction].
3. Facts
	Fact
	Source
	Ref

	
	
	

	
	
	

	
	
	

	
	
	



4. Alternatives and preferability
	Alternative
	Basis in US GAAP
	Effect on the statements
	Selected

	A. [Current method]
	
	
	[Yes / No]

	B. [Proposed method]
	
	
	[Yes / No]

	C. [Other acceptable method]
	
	
	[Yes / No]



[For a change in accounting principle: explain why the new principle is preferable, with reference to the economics of the transactions, industry practice or a newer standard. Convenience or a better reported result is not a reason. For a policy election: explain why the option fits the entity and is applied consistently.]
5. Accounting treatment
	Classification
	Treatment
	Applies here

	Change in accounting principle
	Retrospective application to all prior periods presented, with the cumulative effect in opening retained earnings of the earliest period presented, unless impracticable
	[Yes / No]

	New standard or ASU
	The transition method in the standard
	[Yes / No]

	Change in estimate, including one effected by a change in principle
	Prospective, in the period of change and later periods; no restatement
	[Yes / No]

	Change in reporting entity
	Retrospective, so all periods presented reflect the new reporting entity
	[Yes / No]

	Error correction
	Restatement of prior periods presented, with the cumulative effect in opening retained earnings of the earliest period presented
	[Yes / No]



[If retrospective application is impracticable for one or more periods, state why and the earliest period for which it is practicable.]
6. Effect on the statements
	Line item
	Current period (USD)
	Prior period as reported (USD)
	Prior period as adjusted (USD)
	Opening retained earnings (USD)

	[Revenue]
	$[Amount]
	$[Amount]
	$[Amount]
	$[Amount]

	[Expense]
	
	
	
	

	[Asset]
	
	
	
	

	[Liability]
	
	
	
	

	Income tax effect
	
	
	
	

	Net income and per-share amounts, if presented
	
	
	
	



7. Error corrections only: materiality
	Question
	Answer

	Is the error material to the prior-period statements, alone or with other uncorrected errors?
	[Yes: reissue restated statements and label them restated / No: go to the next question]

	Would correcting it in the current period, or leaving it uncorrected, materially misstate the current period?
	[Yes: revise the prior periods in the current statements / No: correct in the current period]

	Quantitative and qualitative factors considered
	[Describe]



8. Disclosure
1. Nature of the change or error and, for a change in principle, why the new principle is preferable.
1. Method of applying the change and the periods adjusted.
1. Effect on each line item and on per-share amounts for the periods presented, and the cumulative effect on opening retained earnings.
1. For a change in estimate that affects several future periods, the effect on income and per-share amounts of the current period.
1. For an error, the fact that previously issued statements were restated or revised, and the effect on each period presented.
9. Implementation and approvals
	Step
	Owner
	Due
	Done

	Update the policy manual and the Note 1 paragraph
	[Name]
	[MM/DD/YYYY]
	

	Update systems, templates and the close checklist
	[Name]
	[MM/DD/YYYY]
	

	Inform the auditors, lenders and the board where agreements or oversight require it
	[Name]
	[MM/DD/YYYY]
	



	Role
	Name
	Decision
	Date

	Controller
	[Name]
	[Approve / return]
	[MM/DD/YYYY]

	Chief Financial Officer
	[Name]
	
	

	Audit committee or board, if applicable
	[Name]
	
	



Preparer and reviewer sign-off
	Role
	Name
	Signature or initials
	Date
	Extent of review

	Prepared by
	[Name]
	[Initials]
	[MM/DD/YYYY]
	Not applicable

	Reviewed by (senior / manager)
	[Name]
	[Initials]
	[MM/DD/YYYY]
	[Full / selected items]

	Reviewed by (partner or controller)
	[Name], CPA
	[Initials]
	[MM/DD/YYYY]
	[Full / significant matters and judgments]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
