[Client Letterhead — Entity Name, Address]
[Drafting note, delete before sending: Draft for professional judgment: tailor to the engagement; legal counsel review where needed. The auditor selects the lenders to confirm, designs the request and sends it, and the lender replies directly to the auditor. Do not let the client mail the request or receive the reply. Use positive confirmation requests. If the lender cannot confirm electronically or by mail, record the alternative procedures.]
[MM/DD/YYYY]
[Lender Name]
Attention: [Loan Confirmation Department / Relationship Manager]
[Street Address]
[City, State ZIP]
Re: [Client Name], loan or credit facility number(s) [Number]
Dear Sir or Madam:
Our auditors, [CPA Firm Name], are auditing our financial statements as of [MM/DD/YYYY] and for the period then ended. To assist them, please send the information below to them directly, as of the close of business on [MM/DD/YYYY], at the address shown at the end of this letter. This letter is our authorization to release that information.
This is not a request for legal advice or for any information beyond the items listed. If the balance or terms in our records do not agree with the information below, please tell our auditors the difference.
Information requested
	Item
	Per [Client Name] records
	Per lender (please complete or correct)

	Loan or facility number and type (term loan, line of credit, mortgage, other)
	[Number / type]
	

	Original amount, date of note and borrower
	[Amount / date / entity]
	

	Unpaid principal balance
	$[Amount]
	

	Accrued and unpaid interest and the date to which interest has been paid
	$[Amount] · paid through [MM/DD/YYYY]
	

	Interest rate and basis (fixed or variable, index and spread)
	[Rate / basis]
	

	Payment terms and maturity date
	[Terms / date]
	

	Past-due amounts, if any
	$[Amount]
	

	Collateral pledged, guarantees and guarantors
	[Description]
	

	Financial and other covenants, the status of compliance, and any waiver or amendment
	[Covenants]
	

	Any default, notice of default or event that with notice or time would be a default, and any acceleration
	[None / describe]
	

	Unused commitments, letters of credit, and derivative or hedge arrangements with the lender
	$[Amount] / [Description]
	

	Prepayment penalties or other fees that would apply
	[None / describe]
	

	Other obligations to the lender (deposit accounts held as collateral, off-balance sheet exposure)
	[None / describe]
	



Please sign and date below and return this letter directly to our auditors by [mail / secure email] at:
[CPA Firm Name]
Attention: [Name, Title]
[Street Address]
[City, State ZIP]
[Email] · [Phone]
Sincerely,
	[Client Name]
	Lender

	Authorized signature: ______________________
	Authorized signature: ______________________

	Name: [Name]
	Name: [Name]

	Title: [Chief Financial Officer / Controller]
	Title: [Title]

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



[Firm file note: log the request in the confirmation control log with the date sent, method, and the date and manner of the response. Follow up on nonresponses and perform alternative procedures: inspect loan agreements and amendments, agree payments and interest to bank statements, recompute interest, and review lender correspondence and covenant calculations.]
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.
