[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, especially any fee, records, liability or dispute wording. It is not legal advice and does not by itself show compliance with professional standards.]
[MM/DD/YYYY]
[Customer Name]
[Attention: Accounts Payable]
[Street Address]
[City, State ZIP]
Re: Confirmation of account balance — [Customer account number]
Our auditors, [CPA Firm Name], are auditing our financial statements. Please confirm directly to them the balance you owed us as of [Confirmation Date: MM/DD/YYYY]. According to our records, the balance was:
Amount due to [Client Name]: $[Amount]
Please compare this amount with your records and complete and sign the reply below, whether or not you agree, and return it directly to our auditors at:
[CPA Firm Name], Attn: [Name] · [Street Address], [City, State ZIP] · [Email]
This is not a request for payment. Please do not send payments to our auditors.
Sincerely,
______________________
[Name], [Title], [Client Name]
Reply to [CPA Firm Name]
☐ The balance of $[Amount] due to [Client Name] as of [MM/DD/YYYY] agrees with our records.
☐ The balance does not agree with our records. Our records show $__________. The difference is explained below:
	Invoice / payment reference
	Date
	Amount (USD)
	Explanation (e.g. payment in transit, disputed item, credit memo)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Customer: ______________________   Signed by: ______________________   Title: ______________   Date: [MM/DD/YYYY]
Auditor use only
	Selected for
	Sent (date / by)
	Second request
	Reply received
	Exception?
	Resolution / alternative procedures (subsequent receipts, shipping documents)
	W/P ref

	
	
	
	
	
	
	

	
	
	
	
	
	
	



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.
