How to use this file: Part A is the standard compilation report shell. Parts B, C and D are variants (omitted disclosures, lack of independence, special purpose framework). Part E is a management advisory letter shell. The wording below is a drafting aid in our own words, not the illustrative text in the standard. Letters and reports are drafts for professional judgment: tailor them to the engagement and have legal counsel review them where needed.
Part A. Compilation report shell
Letterhead: [CPA Firm Name]
Accountant’s Compilation Report
To [Management / the Board of Directors / the Owners] of [Entity Name]:
Management is responsible for the accompanying financial statements of [Entity Name], which comprise the balance sheet as of [MM/DD/YYYY], the related statements of [income / operations], [changes in equity / net assets] and cash flows for the [year / period] then ended, and the related notes, prepared under [accounting principles generally accepted in the United States of America / the special purpose framework]. We were engaged to compile these statements and carried out that engagement under the Statements on Standards for Accounting and Review Services (SSARS) issued by the AICPA’s Accounting and Review Services Committee. A compilation is limited to helping management present financial information in the form of financial statements. We did not audit or review the statements, and we did not test the accuracy or completeness of the information management gave us. We therefore express no opinion or conclusion on the statements and give no assurance of any kind.
[Signature of the CPA firm, manual or printed]
[City and state where the accountant practices]
[Date: MM/DD/YYYY, the date the compilation was completed]
Drafting notes for Part A
1. Check that the report is titled to show it is an accountant’s compilation report. Do not use the word “Independent” in the title; that word is reserved for audit and review reports. Address it to the party who engaged you or to management.
1. The report date is the date the compilation was completed. If you learn of a significant event after that date, consider whether the statements need to change.
1. Many firms mark each page of the compiled statements “See accountant’s compilation report” (or equivalent); that is a firm-policy convention, so follow your firm’s practice.
1. The report must identify the statements and the period covered, and each statement should be described consistently with the statements themselves.
1. Obtain an engagement letter signed by management. For a compilation of prospective financial information, a different standard (AT-C 305) applies.
Part B. Variant: financial statements omit substantially all disclosures
Add a paragraph after the standard paragraph, in words such as:
Management has chosen to leave out substantially all of the disclosures that [framework] requires. Had those disclosures been included, they might have affected users’ conclusions about the entity’s financial position, results of operations and cash flows. These statements are therefore not designed for users who are unaware of what has been omitted.
1. This variant is allowed only if the omission is not, to the accountant’s knowledge, intended to mislead users. If it is, do not issue the report.
1. Disclosures that are included must be consistent with the framework and not misleading.
Part C. Variant: the accountant is not independent
Add a final paragraph before the signature in words such as:
We are not independent of [Entity Name]. [Optional: state the reason for the lack of independence, for example a financial interest or a management responsibility the firm has performed.]
1. Independence is not required for a compilation, but where the accountant is not independent, the lack of independence must be disclosed in the report.
1. Describing the reason is optional under AR-C 80. If you describe it, the description must cover all the reasons.
1. Do not use this wording for a review. Independence is required for a review.
Part D. Variant: special purpose framework
1. Where the statements are prepared under a special purpose framework (cash, tax or contractual basis), name the framework in the report and describe the basis of presentation in the notes or on the face of the statements.
1. Add the statements’ titles that fit the framework (for example, statement of assets, liabilities and equity arising from cash transactions).
1. Name the framework in the first paragraph of the report, as in the standard shell, and make sure the basis of presentation is described in the notes.
Part E. Management advisory letter shell
A management letter is not required in a compilation, and a compilation does not include procedures to identify control deficiencies. If your firm shares observations with the client, make clear what the letter is and is not. This shell is for observations made incidentally while compiling the statements.
[CPA Firm Name]
[Date: MM/DD/YYYY]

[Management / Board of Directors]
[Entity Name]
[Address]
In connection with our compilation of the financial statements of [Entity Name] as of and for the [year / period] ended [MM/DD/YYYY], we noted the matters below. A compilation does not involve an assessment of internal control, and we did not perform any procedures designed to identify deficiencies in internal control. These observations arose only in the course of our work. They are not a complete list of matters that might be raised by a more extensive study, and we express no opinion and provide no assurance on internal control.
	#
	Observation
	Why it matters
	Suggested action
	Management response (optional)

	1
	[Observation, for example bank reconciliations not completed monthly]
	[Risk or effect]
	[Recommendation]
	

	2
	[Observation]
	[Risk or effect]
	[Recommendation]
	

	3
	[Observation]
	[Risk or effect]
	[Recommendation]
	



This letter is intended solely for the information and use of management and is not intended to be and should not be used by anyone other than the specified party. We would be pleased to discuss these observations.
Yours truly,

[Signature of the CPA firm]
[City, State]
Drafting notes for Part E
1. Do not describe observations as material weaknesses or significant deficiencies. Those are defined terms in AU-C 265, which applies to audits.
1. Keep any non-attest services you perform for the client, and the independence consequences, in mind when making recommendations.
1. If the client could be harmed by a matter that is outside the scope of a compilation (for example, a suspected fraud), discuss it with management promptly and consider legal advice.
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.
