[Client Letterhead — Entity Name, Address]
[Drafting note, delete before use: this is a draft for professional judgment. Tailor it to the engagement and to your firm’s methodology, and have legal counsel review it before use. It is not legal advice and does not by itself show compliance with professional standards.]
[MM/DD/YYYY]
[Vendor Name]
Attention: Accounts Receivable
[Street Address]
[City, State ZIP]
Re: Statement of account as of [MM/DD/YYYY]
Dear Sir or Madam:
Our auditors, [CPA Firm Name], are auditing our financial statements. Please provide directly to them a statement of our account with you as of the close of business on [MM/DD/YYYY], showing the amount we owe and an itemized list of open invoices, credits and payments not yet applied.
We have not stated a balance on purpose. Please report the amount shown in your records, and complete and sign the response form below. This is not a request for payment; please do not send remittance or statements of account to our auditors in place of the form.
Please reply directly to our auditors by [MM/DD/YYYY] [using the enclosed reply envelope / by email to [Auditor Email]]. Your prompt help is appreciated.
Sincerely,

______________________
[Name], [Title]
[Client Name]
Response form
To: [CPA Firm Name], [Street Address], [City, State ZIP], [Auditor Email]
	Item
	Response

	Balance owed to us by [Client Name] as of [MM/DD/YYYY] (USD)
	$

	Itemized open invoices (attach statement): invoice number, date, amount
	Attached [Yes / No]

	Goods shipped or services provided on or before [MM/DD/YYYY] not yet invoiced (USD)
	$

	Credits, rebates or allowances due to [Client Name] not yet issued (USD)
	$

	Notes, deposits, or amounts held on consignment for or from [Client Name]
	

	Purchase commitments or other agreements with [Client Name] outstanding at that date
	

	Disputed amounts or other comments
	



	Signature
	Name and title
	Company
	Date (MM/DD/YYYY)

	
	
	
	



Confirmation control log (auditor use — remove before sending)
AU-C 505: the auditor selects the vendors, prepares or controls the requests, sends them, and receives replies directly. Investigate replies that come through the client, and verify the source of electronic replies.
	Vendor
	Selection reason (volume, zero balance, related party, unusual)
	Balance per books (USD)
	Date sent
	Second request
	Balance per reply (USD)
	Difference / reconciliation
	Alternative procedures if no reply

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



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.
