[CPA Firm Name]
Certified Public Accountants
[Street Address] · [City, State ZIP] · [Phone] · [Email]
[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]
[Name of Board Chair / CEO], [Title]
[Client Name]
[Street Address]
[City, State ZIP]
Dear [Name]:
This letter confirms our understanding of the terms of our engagement to audit the financial statements of [Client Name] (the “Company”), and the nature and limits of the services we will provide.
Objective and scope
We will audit the [balance sheet / statement of financial position] as of [MM/DD/YYYY], and the related statements of [income, changes in stockholders’ equity, and cash flows] for the year then ended, and the related notes (the financial statements). [Add: comparative period / supplementary information on which we will report “in relation to” the financial statements.]
The objectives of our audit are to obtain reasonable assurance about whether the financial statements as a whole are free from material misstatement, whether due to fraud or error, and to issue an auditor’s report that includes our opinion. Reasonable assurance is a high level of assurance but is not absolute assurance, and therefore is not a guarantee that an audit conducted in accordance with auditing standards generally accepted in the United States of America (GAAS) will always detect a material misstatement when it exists.
Financial reporting framework
The financial statements will be prepared in accordance with [accounting principles generally accepted in the United States of America (US GAAP) / describe special purpose framework, e.g. the income tax basis of accounting].
Our responsibilities
We will conduct our audit in accordance with GAAS. Those standards require us to be independent of the Company and to meet our other ethical responsibilities under the AICPA Code of Professional Conduct. As part of the audit we will:
1. Exercise professional judgment and maintain professional skepticism throughout the audit.
1. Identify and assess the risks of material misstatement of the financial statements, whether due to fraud or error, and design and perform audit procedures responsive to those risks, including examining, on a test basis, evidence about the amounts and disclosures.
1. Obtain an understanding of internal control relevant to the audit to design procedures that are appropriate in the circumstances, but not to express an opinion on the effectiveness of the Company’s internal control.
1. Evaluate the appropriateness of accounting policies used and the reasonableness of significant accounting estimates made by management, and the overall presentation of the financial statements.
1. Conclude whether there are conditions or events that raise substantial doubt about the Company’s ability to continue as a going concern for a reasonable period of time.
Because of the inherent limitations of an audit, together with the inherent limitations of internal control, there is an unavoidable risk that some material misstatements may not be detected, even though the audit is properly planned and performed. The risk of not detecting a misstatement resulting from fraud is higher than one resulting from error, because fraud may involve collusion, forgery, intentional omissions, misrepresentation or override of internal control. Our responsibility as auditors is limited to the period covered by our audit and does not extend to later periods.
We will communicate in writing to management and those charged with governance any significant deficiencies or material weaknesses in internal control relevant to the audit that we identify. We will also communicate certain other matters required by GAAS to those charged with governance, including the planned scope and timing of the audit and significant findings.
Management’s responsibilities
Our audit will be conducted on the basis that management [and, where appropriate, those charged with governance] acknowledge and understand that they are responsible for:
1. The preparation and fair presentation of the financial statements in accordance with [US GAAP / the stated framework].
1. The design, implementation and maintenance of internal control relevant to the preparation and fair presentation of financial statements that are free from material misstatement, whether due to fraud or error.
1. Providing us with access to all information of which management is aware that is relevant to the preparation and fair presentation of the financial statements, such as records, documentation and other matters; additional information we may request for the audit; and unrestricted access to persons within the Company from whom we determine it necessary to obtain audit evidence.
1. Evaluating whether there are conditions or events that raise substantial doubt about the Company’s ability to continue as a going concern for [one year after the date the financial statements are available to be issued].
1. Identifying and ensuring compliance with laws and regulations applicable to the Company’s activities, and preventing and detecting fraud.
1. Adjusting the financial statements to correct material misstatements and confirming in the representation letter that the effects of any uncorrected misstatements we aggregate are immaterial, individually and in the aggregate.
1. Informing us of any events occurring after the balance sheet date that may affect the financial statements.
As part of our audit, we will request certain written representations from management about the financial statements and related matters, as required by GAAS.
Nonattest services
[Delete if not applicable.] We will also [prepare the financial statements and related notes / prepare the federal and state income tax returns / propose adjusting journal entries / describe other service]. These nonattest services do not constitute an audit. For these services, management agrees to assume all management responsibilities; to oversee the services by designating [Name, Title], who has suitable skill, knowledge and/or experience; to evaluate the adequacy and results of the services; and to accept responsibility for them.
Reporting
We will issue a written report upon completion of our audit. We expect to express an unmodified opinion on the financial statements. Circumstances may arise in which our report differs from its expected form and content based on the results of our audit. Depending on the nature of these circumstances, it may be necessary for us to modify our opinion, add an emphasis-of-matter or other-matter paragraph, or, if necessary, withdraw from the engagement. If we are unable to complete the audit or form an opinion, we may decline to issue a report.
Timing and staffing
We expect to begin planning in [Month YYYY], perform fieldwork in [Month YYYY] and issue our report by approximately [MM/DD/YYYY]. [Engagement Partner], CPA, is responsible for supervising the engagement and for our report, which will be signed in the name of the firm.
[Optional: Our firm’s most recent peer review report is available on request / at [link].]
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 [or: within 30 days]. The estimate assumes the records are ready when fieldwork begins, the items on our request list 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 permitted by professional standards, until they are paid. [Optional: dispute resolution / mediation clause — confirm wording with counsel.]
Records, working papers and electronic communication
Our working papers are the property of [CPA Firm Name] and constitute confidential information. We retain them for at least [number] years, or longer if required by law or regulation. We may be required to make them available to regulators, our peer reviewer or others as required by professional standards or law, and we will notify you of any such request where permitted.
We may communicate with you and exchange documents electronically, including through a client portal and cloud-based services. [Optional: describe the use of third-party service providers and any resources located outside the United States, and obtain consent where required.]
We appreciate the opportunity to serve the Company. If you have any questions about this letter, please contact us.
Sincerely,
[CPA Firm Name]
Acceptance
If these terms are acceptable, please sign below and return a copy to us. This letter will remain in effect for future years unless it is terminated, amended or replaced.
	[CPA Firm Name]
	[Client Name] (management / those charged with governance)

	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.
