[Client Letterhead — Entity Name, Address]
[Drafting note, delete before use: Draft for professional judgment. In an agreed-upon procedures engagement under AT-C 215, the practitioner requests written representations from the responsible party (and, if different, the engaging party). The letter is on the responsible party’s letterhead, addressed to the practitioner, and dated the date of the practitioner’s report. Tailor it to the subject matter and procedures, add or delete representations to suit the engagement, and have counsel review where needed.]
[Responsible Party letterhead]
[MM/DD/YYYY]
[CPA Firm Name]
[Address]
We are providing this letter in connection with your engagement to perform agreed-upon procedures on [subject matter, e.g. the accounts receivable aging of [Entity] as of MM/DD/YYYY] (the subject matter), for the purpose of [state purpose], as described in your engagement letter dated [MM/DD/YYYY]. We confirm, to the best of our knowledge and belief, as of the date of this letter, the following:
1. We are responsible for the subject matter and for the criteria or measurement basis used in applying the agreed-upon procedures, and the engaging party has acknowledged that the procedures are appropriate for the purpose of the engagement.
1. The subject matter is [fairly stated / measured or evaluated in accordance with the criteria described in your engagement letter] in all material respects.
1. We have provided you with all records and other information relevant to the subject matter and to the procedures, and with unrestricted access to the persons you asked to speak to.
1. We have disclosed to you all known instances of fraud, or suspected fraud, and noncompliance or suspected noncompliance with laws and regulations, that affect the subject matter.
1. We have disclosed to you all communications from regulators, former or current employees and others that bear on the subject matter.
1. We have disclosed to you all known events subsequent to [the date of the subject matter] and through the date of this letter that could affect the subject matter, or the procedures and findings.
1. We have not given you any information we believe is incorrect or incomplete.
1. We acknowledge that you will report only the procedures performed and the findings, and will not express an opinion or conclusion on the subject matter.
1. [If applicable: We are not aware of any use of the report other than by the specified parties, and we will not distribute it to anyone else without telling you.]
Sincerely,
[Name], [Title]
[Responsible Party]
[If the engaging party differs: a separate letter from the engaging party covering the acknowledgment of the sufficiency of the procedures and any information it holds.]
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.
