[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]
Re: Addendum No. [number] to our engagement letter dated [MM/DD/YYYY] — change in scope, timing or fees
Dear [Name]:
This addendum records a change to the engagement described in our letter of [MM/DD/YYYY] (the “original letter”). All other terms of the original letter stay in effect. If this addendum conflicts with the original letter, this addendum controls for the matters it covers.
What is changing
	Item
	Original letter
	As changed

	Services or scope
	[Original scope]
	[Added, removed or changed scope]

	Deliverables
	[Original deliverables]
	[Changed deliverables]

	Timeline
	[Original dates]
	[New dates]

	Fee
	[Original fee]
	[Revised fee and basis]

	Staffing or other terms
	[Original]
	[Changed]



Why it is changing
[Describe the reason in neutral terms: for example, the client asked for additional services, records arrived after the agreed date, a transaction or system change added work, the entity structure changed, or a regulator or lender added a requirement.]
Effect on fees and timing
The revised fee is [$Amount], an [increase / decrease] of [$Amount] from the original fee of [$Amount]. It reflects [estimated additional hours at standard rates / change in scope]. The new delivery date is [MM/DD/YYYY], provided that [conditions: information provided by [date], staff availability]. We will tell you if either changes.
Professional requirements that may apply
1. [If the change adds a nonattest service for an attest client: we have evaluated the effect on independence and concluded that [conclusion]. Attach or reference the independence evaluation.]
1. [If the change asks us to reduce the level of service, for example from an audit to a review: professional standards, including AU-C 210, require reasonable justification for that change, and we have discussed the reasons with you. We will tell you what the lower level of service does and does not provide.]
1. [If the change affects the report we will issue or its use: describe.]
We have not started work on the changed scope. [or: We began the changed work on [MM/DD/YYYY] at your request, and this addendum confirms those terms.]
Acceptance
If you agree, sign below and return a copy before we start the changed work.
	[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.
