[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]:
Thank you for asking [CPA Firm Name] to provide bookkeeping services to [Client Name] (the “Company”). This letter sets out the services, each side’s responsibilities and the other terms of our engagement. It is a nonattest service under the AICPA Code of Professional Conduct, so the terms below also support our independence if we perform or later perform attest services for you [delete if not relevant].
Services
	Service
	Frequency
	Included? (Yes / No)

	Record and categorize bank, credit card and loan transactions in [accounting software]
	[Monthly / weekly]
	

	Reconcile bank, credit card and loan accounts to statements
	[Monthly]
	

	Accounts payable: enter bills and prepare payments for the Company’s approval
	[Monthly / weekly]
	

	Accounts receivable: prepare invoices and record receipts
	[Monthly / weekly]
	

	Payroll processing and payroll tax deposits or filings
	[Per pay period]
	

	Month-end close and standard financial reports (balance sheet, income statement)
	[Monthly]
	

	Sales tax calculations and returns [states]
	[Monthly / quarterly]
	

	[Other service]
	
	



Services not listed above are not included. We will quote separately for catch-up or cleanup work on prior periods, and for work on records that are incomplete or in poor condition.
Nature of the services
Bookkeeping is not an audit, a review or a compilation, and we give no assurance on the Company’s financial information. Unless we agree otherwise in writing, we will not verify the information you give us, and we will not prepare financial statements with notes or report on them. Financial reports we produce are for management’s internal use only and are not intended for lenders, investors or other third parties. If you need financial statements for those uses, we can discuss a compilation, review or audit as a separate engagement.
Management’s responsibilities
You agree to assume all management responsibilities for the Company’s accounting records and financial reporting. In particular, you will:
1. Designate a person with suitable skill, knowledge or experience, [Name, Title], to oversee the services we provide, evaluate the adequacy and results, and accept responsibility for them.
1. Authorize all transactions. We will not approve transactions, sign checks, initiate payments without your approval, or hold custody of the Company’s assets. [Adjust if the firm has limited payment access, and document the controls over it.]
1. Give us complete, accurate and timely information, including bank and credit card statements, invoices, payroll data, loan statements and source documents, by [day of month], and tell us about unusual transactions.
1. Maintain internal control over the Company’s assets and financial reporting, including review of the reports we prepare and of bank activity.
1. Review the reports we deliver and tell us of any errors within [number] days. Reports not questioned in that time will be treated as accepted.
1. Keep your own copies of source documents. We are not responsible for the safekeeping of original records.
Our responsibilities
We will perform the services in accordance with applicable professional standards, using the information you give us. We will tell you if we find, or come to suspect, a material error or irregularity in the information, but we are not responsible for detecting fraud, error or noncompliance with laws. Because we rely on your information, we are not responsible for errors or omissions in it.
Software, access and confidentiality
[Access to the Company’s accounting software, bank feeds and payroll provider will be set up using separate user credentials for our staff. The Company will own its accounting file and administrator rights. We will not store the Company’s passwords outside a password manager.] We keep client information confidential and will disclose it only with your consent or as law or professional standards require. [Describe any use of third-party service providers and obtain consent where required.]
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.]
Term and termination
This agreement starts on [MM/DD/YYYY] and continues until either party ends it with [30] days’ written notice. At termination we will deliver the Company’s accounting file and records, subject to payment of fees due. If we have performed work on the Company’s behalf that carries a filing deadline, we will tell you in writing which deadlines remain yours.
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] (client)

	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.
