[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]
[Board of Directors / Audit Committee]
[Client Name]
[Street Address]
[City, State ZIP]
We have audited the financial statements of [Client Name] (the Company) for the year ended [MM/DD/YYYY], and have issued our report thereon dated [MM/DD/YYYY]. Professional standards require that we provide you with information about our responsibilities under auditing standards generally accepted in the United States of America, as well as certain information related to the planned scope and timing of our audit. [We communicated this information in our letter dated [MM/DD/YYYY] / at our meeting on [MM/DD/YYYY].] Professional standards also require that we communicate the following information related to our audit.
Our responsibilities under GAAS
As stated in our engagement letter dated [MM/DD/YYYY], our responsibility is to form and express an opinion about whether the financial statements prepared by management, with your oversight, are fairly presented, in all material respects, in accordance with accounting principles generally accepted in the United States of America. Our audit does not relieve you or management of your responsibilities.
Planned scope and timing
[Summarize: the significant risks we identified (for example management override of controls and revenue recognition), our approach to them, materiality considerations, use of specialists or other auditors, and timing of fieldwork.]
Significant findings
Qualitative aspects of accounting practices
Management is responsible for the selection and use of appropriate accounting policies. The significant accounting policies used by the Company are described in Note [X]. [No new accounting policies were adopted and the application of existing policies was not changed during the year. / The Company adopted [ASU / ASC topic], as described in Note [X].] [We noted no transactions entered into by the Company during the year for which there is a lack of authoritative guidance or consensus. / Describe any significant unusual transactions.]
Accounting estimates are an integral part of the financial statements prepared by management and are based on management’s knowledge and experience about past and current events and assumptions about future events. The most sensitive estimates affecting the financial statements were:
	Estimate
	Management’s process
	Our evaluation of reasonableness

	[Allowance for credit losses]
	
	

	[Inventory obsolescence reserve]
	
	

	[Useful lives / impairment]
	
	



[The financial statement disclosures are neutral, consistent and clear. / Describe disclosures that are not.] [Identify any particularly sensitive disclosures, e.g. going concern, revenue, related parties, subsequent events.]
Difficulties encountered in performing the audit
[We encountered no significant difficulties in dealing with management in performing and completing our audit. / Describe difficulties, e.g. significant delays in providing information, unreasonable timetable, unavailability of personnel.]
Corrected and uncorrected misstatements
Professional standards require us to accumulate all misstatements identified during the audit, other than those that are clearly trivial, and communicate them to the appropriate level of management. [Management has corrected all such misstatements. / The attached schedule summarizes uncorrected misstatements of the financial statements. Management has determined that their effects are immaterial, both individually and in the aggregate, to the financial statements taken as a whole.] [The following material misstatements detected as a result of audit procedures were corrected by management: [list or attach].]
Disagreements with management
For purposes of this letter, a disagreement with management is a disagreement on a financial accounting, reporting or auditing matter, whether or not resolved to our satisfaction, that could be significant to the financial statements or the auditor’s report. [We are pleased to report that no such disagreements arose during the course of our audit.]
Management representations
We have requested certain representations from management that are included in the management representation letter dated [MM/DD/YYYY].
Management consultations with other independent accountants
Management may consult other accountants about accounting or auditing matters. [To our knowledge, management did not consult other accountants on such matters. / Describe any consultation of which we are aware.]
Other audit findings or issues
[Discuss significant issues discussed with management before our retention or during the audit, going concern considerations, fraud or noncompliance identified, related party matters, and any other matters significant to the oversight of the financial reporting process.]
Other matters
[If applicable: With respect to the supplementary information accompanying the financial statements, we made certain inquiries of management and evaluated its form, content and methods of preparing it ... / Describe other information included in the annual report and our responsibility for it.]
This communication is intended solely for the information and use of [the Board of Directors / Audit Committee] and management of [Client Name] and is not intended to be, and should not be, used by anyone other than these specified parties.
Very truly yours,
[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.
