[Drafting note, delete before use: Draft for professional judgment. Tailor it to the entity, the engagement and your methodology, have legal counsel review it where needed, and check it against the current requirements that apply to you. It is not legal advice and does not by itself show compliance with any standard or rule. Management uses this memo to report evaluated deficiencies to the audit committee. It is separate from the auditor’s written communication of significant deficiencies and material weaknesses.]
	Item
	Entry

	To
	Audit Committee of [Entity Name]

	From
	[Name, Title]

	Date
	[MM/DD/YYYY]

	Subject
	Control deficiencies evaluated for [period]



1. Deficiencies classified as material weaknesses
A material weakness is a deficiency, or combination of deficiencies, such that there is a reasonable possibility that a material misstatement will not be prevented or detected on a timely basis. For each, state:
	Ref
	Description
	Accounts and assertions affected
	Potential effect on the financial statements
	Remediation plan, owner and date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



2. Deficiencies classified as significant deficiencies
A significant deficiency is less severe than a material weakness, yet important enough to merit attention by those responsible for oversight of financial reporting.
	Ref
	Description
	Accounts and assertions affected
	Basis for classification
	Remediation plan, owner and date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



3. How the severity was evaluated
1. Whether there is a reasonable possibility that the controls will fail to prevent or detect a misstatement: [text].
1. The magnitude of the potential misstatement, including the account balance or transaction volume exposed: [text].
1. Compensating controls considered and why they were or were not sufficient: [text].
1. Whether deficiencies were aggregated because they affect the same account, assertion or component: [text].
1. Indicators considered: fraud by senior management, restatement, a misstatement found by the auditor that the controls did not find, and ineffective oversight: [text].
4. Other deficiencies noted
[Number of other deficiencies, the areas, and reference to the tracker. Summarize any that are expected to become significant if not fixed.]
5. Status of remediation
	Ref
	Action
	Status
	Retest date
	Result

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



6. Requests of the committee
[Decisions or oversight needed: resources, a revised date, a change to the plan, or a disclosure decision.]
	Role
	Name
	Signature
	Date

	Chief Financial Officer
	[Name]
	
	[MM/DD/YYYY]

	Chief Accounting Officer
	[Name]
	
	[MM/DD/YYYY]

	Director of Internal Audit
	[Name]
	
	[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.
