[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 your firm’s methodology, and have legal counsel review it where needed, especially any fee, liability, dispute or records wording. It is not legal advice and does not by itself show compliance with professional standards.]
[Drafting note: Three letters in one file. Send Letter 1 a few days before the due date or just after, Letter 2 about a week later and Letter 3 only after a call. Keep each letter factual and short, list outstanding items from your tracker, and keep copies in the engagement file. Use only the options your engagement letter supports. Adjust the tax-extension paragraph to the return type.]
Letter 1. Friendly reminder
[MM/DD/YYYY]
[Name], [Title]
[Client Name]
Re: Information still needed for [engagement] — [period]
Dear [Name]:
We are working to deliver [deliverable] by [MM/DD/YYYY]. On [MM/DD/YYYY] we asked for the items below, which were due on [MM/DD/YYYY]. We have not yet received them, and they are the next thing we need to move forward.
	Item
	Description
	Original due date
	Days overdue

	[#]
	[Description]
	[MM/DD/YYYY]
	[Number]

	[#]
	[Description]
	[MM/DD/YYYY]
	[Number]

	
	
	
	

	
	
	
	



If you have sent any of these, thank you, and please tell us where so we can find them. If you need more time or have a question, call [Name] at [Phone]. We would like to have the items by [MM/DD/YYYY] to keep the delivery date.
Sincerely,
[Name], [CPA Firm Name]
Letter 2. Second notice with revised timeline
[MM/DD/YYYY]
[Name], [Title]
[Client Name]
Re: Second request — [engagement] — [period]
Dear [Name]:
We wrote on [MM/DD/YYYY] about items we still need for [engagement]. The items below remain outstanding. Without them we cannot complete [specific work that is blocked, for example the bank reconciliations, the receivables testing, the return].
	Item
	Description
	Original due date
	Days overdue
	Work blocked

	[#]
	[Description]
	[MM/DD/YYYY]
	[Number]
	[Description]

	[#]
	[Description]
	[MM/DD/YYYY]
	[Number]
	[Description]

	
	
	
	
	

	
	
	
	
	



Where this leaves the schedule: our original delivery date was [MM/DD/YYYY]. If we receive everything by [MM/DD/YYYY], we can deliver by [MM/DD/YYYY]. After that date we will need to reschedule the work around our other commitments, and we cannot promise a new date until we know when the information will arrive.
[For a return with a filing deadline: If we do not have complete information by [MM/DD/YYYY], we recommend filing an extension. An extension gives more time to file, not to pay. Any tax owed is still due by the original due date, so we would need a reasonable estimate of the balance from you.]
Please send the items, or call me by [MM/DD/YYYY], so we can agree on a plan.
Sincerely,
[Name], [CPA Firm Name]
Letter 3. Final notice and options
[MM/DD/YYYY]
[Name], [Title]
[Client Name]
[Delivery: email and certified mail, if your policy calls for it]
Re: Final request — [engagement] — [period]
Dear [Name]:
We have asked for the items below on [dates of earlier requests and calls] and still do not have them. Because of that, we cannot complete [engagement], and we want to be clear about what happens next.
	Item
	Description
	Original due date
	Days overdue

	[#]
	[Description]
	[MM/DD/YYYY]
	[Number]

	[#]
	[Description]
	[MM/DD/YYYY]
	[Number]

	
	
	
	

	
	
	
	



Unless we receive these items by [MM/DD/YYYY], we will:
1. [Pause work on the engagement and release the staff assigned to it. Work restarts only when the information arrives and our schedule allows.]
1. [Invoice the time spent to date and any additional time needed to restart, at the rates in our engagement letter.]
1. [Where a filing deadline is involved: tell you in writing what we have and have not done, so you can decide whether to file an extension or use another preparer.]
1. [If the information is still missing by [MM/DD/YYYY], consider whether we can continue the engagement. We will write to you before we decide.]
We would rather finish the work with you. Please call me directly at [Phone] by [MM/DD/YYYY] so we can find a way forward. [Delete any option your engagement letter does not support or that conflicts with filing, regulatory or professional obligations; check with counsel before sending a letter that mentions suspending or ending services.]
Sincerely,
[Engagement Partner], CPA
[CPA Firm Name]
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.
