[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]
[Financial Institution Name]
[Attention: Confirmation / Audit Request Department]
[Street Address]
[City, State ZIP]
Re: Confirmation request for [Client Name] — Taxpayer ID / account holder reference [Reference]
Our auditors, [CPA Firm Name], are auditing our financial statements as of [Confirmation Date: MM/DD/YYYY]. Please confirm directly to our auditors the information requested below about our accounts and arrangements with you as of the close of business on that date. If your records differ from the information shown, please give the details. If no balances are shown, please provide them.
Please send your reply directly to:
[CPA Firm Name], Attn: [Engagement Partner / Senior]
[Street Address], [City, State ZIP] · [Email]
Do not send the reply to us. Your prompt response is appreciated.
1. Deposit and investment accounts
	Account name
	Account number
	Account type
	Interest rate
	Balance per our records (USD)
	Balance per your records / exceptions

	[Operating]
	[xxxx1234]
	[Checking]
	
	$
	

	
	
	
	
	$
	

	
	
	
	
	$
	



2. Loans, lines of credit and other liabilities
	Account / facility
	Balance (USD)
	Due date
	Interest rate
	Date through which interest is paid
	Collateral / description

	[Term loan]
	$
	[MM/DD/YYYY]
	
	[MM/DD/YYYY]
	

	[Revolving line — limit $Amount]
	$
	
	
	
	



3. Other arrangements
Please also report, as of the confirmation date, any of the following not shown above: standby or commercial letters of credit; guarantees given by or for us; compensating balance or other restrictions on cash; collateral held or pledged; derivative or foreign exchange contracts; and safe deposit boxes. [Delete items the auditor does not request.]
	Arrangement
	Amount / terms
	Comments

	
	
	

	
	
	

	
	
	



Client authorization
______________________
[Authorized Signer Name], [Title], [Client Name]
Financial institution response
Our records agree with the information above except as noted. We have not searched all of our records, but apart from any items noted we are not aware of other deposit or loan accounts held by this customer.
______________________
[Authorized Bank Officer], [Title]    Date: [MM/DD/YYYY]
Auditor use only — confirmation control log
AU-C 505: the auditor keeps control over the request and the reply. Note: some banks accept requests only through an electronic platform (for example Confirmation.com); record the platform and your evaluation of the reliability of its responses where used.
	Item
	Detail

	Address verified by (method / source)
	

	Sent by / date / method (mail, email, platform)
	

	Second request sent (date)
	

	Reply received by / date / method
	

	Exceptions and resolution
	

	Alternative procedures if no reply
	

	W/P reference
	



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.
