[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]
Dear [Name]:
This letter confirms our understanding of the consulting services [CPA Firm Name] will provide to [Client Name] (the “Company”). We will perform them under the AICPA Statement on Standards for Consulting Services (CS section 100), which calls for an understanding with the client on the nature, scope and limits of the work. The sections below record that understanding.
Objective and scope
The Company has asked us to [describe the objective, for example evaluate the month-end close process, design a budgeting model, assess systems options, support a financing, advise on an entity structure]. We will:
1. [Activity 1]
1. [Activity 2]
1. [Activity 3]
Deliverables: [report, recommendations memo, model, presentation, training session], in [draft / final] form by [MM/DD/YYYY]. Anything not listed is outside the scope. If you ask for more, we will agree the change in writing before starting it.
Nature of the service
1. This is a consulting engagement. It is not an audit, review, compilation or other attest service, and we will not express an opinion or any level of assurance on financial statements, internal control or any other information.
1. Our advice reflects the facts, data and assumptions you give us and conditions as of the date of our work. We are not required to update it for later events unless we agree to in writing.
1. We will tell you promptly if we form significant reservations about the engagement, its scope or its likely outcome.
The Company’s responsibilities
1. Make all management decisions and take responsibility for them, including whether and how to use our recommendations. We will not make decisions for management or perform management functions.
1. Designate [Name, Title] to oversee the services, who has the skill, knowledge and experience to do so, and to make the Company’s decisions on our deliverables.
1. Give us complete, accurate and timely information, access to people and records, and prompt answers to our questions. We will rely on what you give us without verifying it.
1. Implement the recommendations you choose and monitor the results.
[If the Company is also an attest client of the firm: We will evaluate under the AICPA independence rules on nonattest services whether we may provide this service and still stay independent for the attest engagement. The Company’s responsibilities above are part of that evaluation. Add the facts and conclusion to the independence file.]
Fees and expenses
Our fee is [$Amount fixed / hourly at [standard rates], estimated at $Amount to $Amount], plus out-of-pocket costs at cost. We will bill [monthly / on milestones] and invoices are due [within 30 days]. We will tell you before the estimate is exceeded.
Use of our work
1. Our deliverables are for the Company’s internal use [and for the following parties: [names]]. Other parties may not rely on them without our written consent.
1. [Ownership of deliverables: describe who owns the work product and any firm-owned tools, templates or methods that stay with the firm.]
1. We will keep Company information confidential and use it only for this engagement, except where law, regulation or professional standards require disclosure.
1. We keep our working papers under our records retention policy, which may call for longer retention than the engagement itself.
Term, ending the engagement and other terms
This engagement runs until [MM/DD/YYYY] or delivery of the final deliverable, whichever is first. Either of us may end it by written notice, and the Company will pay for the work done and costs incurred to that date. [Optional: dispute resolution, limitation of liability, indemnification, insurance and similar clauses. Draft with counsel and check them against the AICPA Code and state board rules before including them.]
Acceptance
If these terms are acceptable, please sign below and return a copy to us. This letter stays in effect until it is ended, amended or replaced in writing.
	[CPA Firm Name]
	[Client Name]

	Signature: ______________________
	Signature: ______________________

	Name: [Engagement Partner], CPA
	Name: [Authorized Signer]

	Title: [Partner]
	Title: [Title]

	Date: [MM/DD/YYYY]
	Date: [MM/DD/YYYY]



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.
