[CPA Firm Name]
Certified Public Accountants
[Street Address] · [City, State ZIP] · [Phone] · [Email]
[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement and to your firm’s methodology, and have legal counsel review it where needed, especially any fee, liability, records or dispute wording. It is not legal advice and does not by itself show compliance with professional standards.]
[MM/DD/YYYY]
[Name], [Title]
[Client Name]
[Street Address]
[City, State ZIP]
Dear [Name]:
This letter sets out the terms of our engagement to perform agreed-upon procedures on [subject matter, e.g. the accounts receivable aging of [Client Name] as of MM/DD/YYYY] (the subject matter). It also describes the nature and limits of the service. We will perform this engagement in accordance with the attestation standards established by the AICPA, including AT-C section 105 and AT-C section 215.
Parties
	Role
	Name
	Notes

	Engaging party (the party that engages us and agrees the procedures)
	[Name]
	Agrees to the procedures and acknowledges they are appropriate for the purpose

	Responsible party (responsible for the subject matter)
	[Name]
	[Same as engaging party / different]

	Specified parties (the users the report is intended for)
	[Names]
	[Report use: general use / restricted to specified parties]



Purpose and procedures
The purpose of the engagement is [state the purpose, e.g. to assist [lender] in evaluating the borrowing base certificate]. The procedures to be performed, and the criteria or measurement basis used to evaluate the subject matter, are listed in Schedule A. The engaging party has agreed to those procedures and acknowledges that they are appropriate for that purpose. The engaging party is responsible for deciding whether the procedures meet its needs. We make no representation about whether they are sufficient for any other purpose.
We will describe the procedures and our findings in objective terms. Findings are factual: what we found when we applied each procedure, including exceptions. We will not use terms of uncertain meaning, such as “review”, “satisfy” or “general review”, unless the term is defined in the report.
Our responsibilities
1. To perform only the procedures in Schedule A, as agreed, and to report the procedures and our findings.
1. To comply with the relevant ethical requirements, including those of the AICPA Code of Professional Conduct that apply to us.
1. To tell you if we cannot perform a procedure as agreed. We would then discuss with you, in writing, whether to change the procedures, and we will not substitute procedures on our own.
1. To be independent of [the responsible party], as the AICPA Code requires for this type of engagement, and to say so in our report. [If law or regulation requires us to accept the engagement and we are not independent, insert the report language the current AT-C 215 prescribes for that case.]
This is not an examination or a review. We will not express an opinion or a conclusion, and we will not provide any assurance on the subject matter. If we had performed additional procedures, or had performed an examination or a review, other matters might have come to our attention that would have been reported to you. The work will not necessarily reveal errors, fraud or noncompliance with laws.
Responsibilities of the engaging party and the responsible party
1. Responsibility for the subject matter, and for the criteria or measurement basis used in applying the procedures.
1. Agreeing to the procedures and acknowledging in writing that they are appropriate for the purpose described above.
1. Providing us with all records and information relevant to the procedures, additional information we request, and unrestricted access to persons from whom we need information.
1. Providing a written representation letter at the end of the engagement, confirming among other things that the subject matter was fairly stated in all material respects for the purpose of the procedures, that all relevant information was provided, and that you disclosed any fraud, noncompliance or subsequent events known to you that affect the subject matter.
1. Not distributing the report outside the permitted users without telling us first. [If use is restricted, include the restriction wording.]
Reporting
We will issue a report that lists the procedures and our findings. The report will state that the engagement was performed in accordance with the AICPA attestation standards, that the engaging party has agreed to and acknowledged the procedures as appropriate for the intended purpose, that we make no representation about the appropriateness of the procedures, that we do not express an opinion or conclusion, and that other matters might have come to our attention had we performed additional procedures. It will include our independence statement. [If we agree that the report will carry a use-restriction alert, say so here.] The report will be dated when we complete the procedures.
[If applicable: Our findings will rely on work of a specialist or on a service organization report. Describe, and state whether we will refer to them.]
Schedule A: procedures
	No.
	Procedure (state the item, the source and what we will compare or recompute)
	Sample or population
	Criteria / threshold for an exception

	1
	[Obtain the [schedule] from [source] and agree the total to [ledger / trial balance].]
	[All / sample of N]
	[Any difference]

	2
	[Select [N] items and agree to [source documents]. Report differences.]
	[Selection basis]
	[$ threshold]

	3
	[Procedure]
	
	

	4
	[Procedure]
	
	



Fees and billing
Our fee for these services will be [$Amount / based on our standard hourly rates, estimated at $Amount], plus out-of-pocket costs. Invoices are payable [on presentation / within 30 days]. The estimate assumes the records are ready when work begins, requested items are delivered on time and no unexpected circumstances arise. We will tell you promptly if we expect the fee to change. If invoices are not paid as agreed, we may suspend or stop work to the extent professional standards and law permit. [Optional: late-payment, dispute resolution or limitation-of-liability wording. Confirm with counsel and check it against the AICPA Code and your state board rules.]
Records, working papers and electronic communication
Our working papers are our property and are confidential. We keep them for [number] years or longer if law or professional standards require, and we may have to make them available to regulators, a peer reviewer or others as law or standards require. We will return your original records at the end of the engagement. We may exchange documents with you electronically, including through a client portal. [Optional: describe any third-party service providers and obtain consent where required.]
We appreciate the opportunity to work with you. If you have questions about this letter, please call us.
Sincerely,
[CPA Firm Name]
Acceptance
If these terms are acceptable, please sign below and return a copy to us. This letter remains in effect until it is terminated, amended or replaced.
	[CPA Firm Name]
	[Client Name] (engaging party)

	Signature: ______________________
	Signature: ______________________

	Name: [Engagement Partner], CPA
	Name: [Name]

	Title: [Partner]
	Title: [Title]

	Date: [MM/DD/YYYY]
	Date: [MM/DD/YYYY]



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.
