[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.]
[MM/DD/YYYY]
[Name], [Title]
[Client Name]
[Street Address]
[City, State ZIP]
Re: Information needed for [engagement type] for the [year / period] ended [MM/DD/YYYY]
Dear [Name]:
To complete our work by [MM/DD/YYYY], we need the information listed in the schedule below by the dates shown. Please send it in the form requested, through [client portal / secure link]. Please do not send Social Security numbers, account numbers or other sensitive data by ordinary email.
How to send it
1. Send final versions: [reconciled, closed, signed or approved as applicable] rather than drafts, unless the schedule says a draft will do.
1. Name each file with the item number and a short description (for example, “4 – Bank statements Dec”). Upload to the matching folder.
1. If an item does not apply or does not exist, say so in the “Status / comments” column. A short “none this year” is more useful than silence.
1. Send items as they are ready instead of holding them for a single delivery. Items due first are the ones that start our work.
Information requested
	Item
	Description
	Period
	Format
	Due date
	Status / comments

	1
	[Trial balance or general ledger detail]
	[Period]
	[Excel / export from [software]]
	[MM/DD/YYYY]
	

	2
	[Bank and credit card statements and reconciliations]
	[Period]
	[PDF]
	[MM/DD/YYYY]
	

	3
	[Accounts receivable aging and accounts payable aging at period end]
	[Date]
	[Excel]
	[MM/DD/YYYY]
	

	4
	[Fixed asset additions and disposals, with invoices]
	[Period]
	[Excel and PDF]
	[MM/DD/YYYY]
	

	5
	[Loan statements, agreements and covenant calculations]
	[Period]
	[PDF]
	[MM/DD/YYYY]
	

	6
	[Payroll reports, Forms 941 and W-3, state filings]
	[Period]
	[PDF]
	[MM/DD/YYYY]
	

	7
	[Tax documents: 1099s, K-1s, brokerage statements, property tax bills]
	[Year]
	[PDF]
	[MM/DD/YYYY]
	

	8
	[Contracts, leases and significant agreements signed or changed during the period]
	[Period]
	[PDF]
	[MM/DD/YYYY]
	

	9
	[Board or owner minutes and approvals]
	[Period]
	[PDF]
	[MM/DD/YYYY]
	

	10
	[Other: [describe]]
	[Period]
	[Format]
	[MM/DD/YYYY]
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Questions we will ask
Please also be ready to discuss, on a call on [MM/DD/YYYY]: changes in the business, staff, systems or ownership; unusual or one-time transactions; new borrowing or lease commitments; disputes, claims or notices from agencies; and any events since year end that could affect the numbers.
Timing
Our schedule assumes we receive the items by the dates above. If a significant item is late, the delivery date moves and, where the work grows because of the delay, the fee may change. We will tell you before that happens. If you expect a delay, call [Name] at [Phone] so we can plan around it.
Thank you for your help. [Name] will [call / email] on [MM/DD/YYYY] to check that you have what you need.
Sincerely,
[Engagement Partner], CPA
[CPA Firm Name]
[Phone] · [Email]
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.
