[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]
[Name], [Title]
[Client Name]
[Street Address]
[City, State ZIP]
Dear [Name]:
This letter confirms our understanding of the terms and objectives of our engagement to compile the financial statements of [Client Name] (the “Company”), and the limitations of the services we will provide.
Objective and scope
We will compile, from information you provide, the [annual / monthly / quarterly] financial statements of the Company, consisting of the [balance sheet] as of [MM/DD/YYYY] and the related statements of [income, retained earnings and cash flows] for the [period] then ended, [and the related notes / omitting substantially all disclosures], prepared in accordance with [US GAAP / the tax basis of accounting / other framework].
The objective of a compilation is to assist management in presenting financial information in the form of financial statements without undertaking to obtain or provide any assurance that there are no material modifications that should be made for the statements to be in accordance with the framework.
Our responsibilities
We will conduct our compilation in accordance with Statements on Standards for Accounting and Review Services (SSARS) and comply with the AICPA Code of Professional Conduct, including the ethical principles of integrity, objectivity, professional competence and due care.
A compilation differs significantly from a review or an audit. In a compilation we do not verify the accuracy or completeness of the information you provide, obtain an understanding of internal control, or perform procedures to obtain evidence. Accordingly, we will not express an opinion, a conclusion or any form of assurance on the financial statements, and the engagement cannot be relied upon to identify or disclose errors, fraud or illegal acts.
Management’s responsibilities
1. The selection of the financial reporting framework and the preparation and fair presentation of the financial statements in accordance with it.
1. The design, implementation and maintenance of internal control relevant to the preparation and fair presentation of the financial statements.
1. Preventing and detecting fraud, and identifying and ensuring compliance with laws and regulations.
1. The accuracy and completeness of the records, documents, explanations and other information, including significant judgments, provided to us.
1. Providing us with access to all relevant information, additional information we request, and unrestricted access to persons from whom we determine it necessary to obtain information.
1. [If applicable: Including our compilation report in any document containing the financial statements that indicates we have compiled them.]
Reporting
We will issue a written compilation report upon completion. If, for reasons we cannot resolve, we are unable to complete the compilation, we will not issue a report.
[If disclosures omitted: You have elected to omit substantially all of the disclosures required by the framework. If the omitted disclosures were included, they might influence the user’s conclusions about the Company’s financial position, results and cash flows. Our report will state that the statements are not designed for those who are not informed about such matters.]
[If not independent: We are not independent with respect to the Company, and our report will disclose that fact. [Optional: and describe the reasons.]]
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 [or: within 30 days]. The estimate assumes the records are ready when fieldwork begins, the items on our request list 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 permitted by professional standards, until they are paid. [Optional: dispute resolution / mediation clause — confirm wording with counsel.]
Records, working papers and electronic communication
Our working papers are the property of [CPA Firm Name] and constitute confidential information. We retain them for at least [number] years, or longer if required by law or regulation. We may be required to make them available to regulators, our peer reviewer or others as required by professional standards or law, and we will notify you of any such request where permitted.
We may communicate with you and exchange documents electronically, including through a client portal and cloud-based services. [Optional: describe the use of third-party service providers and any resources located outside the United States, and obtain consent where required.]
Sincerely,
[CPA Firm Name]
Acceptance
If these terms are acceptable, please sign below and return a copy to us. This letter will remain in effect for future years unless it is terminated, amended or replaced.
	[CPA Firm Name]
	[Client Name] (management)

	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.
