[Client Letterhead — Entity Name, Address]
[Drafting note, delete before use: this is a draft for professional judgment. Tailor it to the engagement and to your firm’s methodology, and have legal counsel review it before use. It is not legal advice and does not by itself show compliance with professional standards.]
[MM/DD/YYYY]
[Attorney Name]
[Law Firm Name]
[Street Address]
[City, State ZIP]
Re: Audit of the financial statements of [Client Name] for the year ended [MM/DD/YYYY]
Dear [Attorney Name]:
Our auditors, [CPA Firm Name], [Street Address, City, State ZIP], are auditing our financial statements as of [MM/DD/YYYY] and for the year then ended. To help them, management has set out below its description and evaluation of contingencies, including litigation, claims and assessments, that we consider material and on which your firm has given us legal advice or represented us. For this letter we treat items above $[Amount], individually or in the aggregate, as material [agree this threshold with the auditor]. This request covers only matters of that kind.
Please reply directly to our auditors, by [MM/DD/YYYY], with the information requested below as of that date or a date close to it, and state the date through which your response speaks. [The auditor’s report is expected to be dated on or about [MM/DD/YYYY].]
Pending or threatened litigation, claims and assessments
The matters below are pending or threatened, as described by management. Please confirm whether our description is complete and accurate, or tell our auditors how you understand it differs, and add any pending or threatened matters we have not listed.
	Matter (parties, nature, court or agency)
	Progress to date
	How management is responding or intends to respond
	Management’s evaluation of likely outcome and estimated range of potential loss (USD)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[Or: Management is not aware of any pending or threatened litigation, claims or assessments on which your firm has been engaged.]
For each matter, please also give your view on the likelihood of an unfavorable outcome and an estimate of the amount or range of potential loss, if one can be made, or state why you cannot provide one.
Unasserted claims and assessments
Management considers the unasserted possible claims or assessments below to be probable of assertion and, if asserted, to have at least a reasonable possibility of an unfavorable outcome. Please comment on any respect in which your views differ from those stated.
	Matter
	Nature
	How management would respond if asserted
	Management’s evaluation of likely outcome and estimated range of potential loss (USD)

	
	
	
	

	
	
	
	



[Or: Management is not aware of any unasserted claims or assessments that are probable of assertion and that, if asserted, would have at least a reasonable possibility of an unfavorable outcome.]
We understand that if, while performing legal services for us, you have formed a professional conclusion that we should disclose or consider disclosure of an unasserted possible claim or assessment, you will, as a matter of professional responsibility to us, advise us and consult with us on whether disclosure is required under ASC 450. Please confirm this understanding directly to our auditors.
Other information requested
1. The nature of any matters not described above on which your firm was engaged during the period, if they are within the materiality threshold stated above. [Optional]
1. The amount of any fees and expenses unbilled or unpaid as of [MM/DD/YYYY] or the date of your response.
1. Whether your response is limited in any way, and the reasons.
Please send your response to [Auditor Contact Name], [CPA Firm Name], at [email / address], with a copy to us. If your response is sent electronically, please send it directly to the auditor’s address above.
Sincerely,
______________________
[Name], [Title — e.g. Chief Executive Officer]
[Client Name]
______________________
[Name], [Title — e.g. Chief Financial Officer]
[Auditor note — remove before sending: send one letter to each law firm consulted during the period and since year end. Interpret replies against ASC 450-20 (probable, reasonably possible, remote). An attorney’s refusal to respond, or a response that limits the information beyond normal practice, is a scope limitation under AU-C 501. Request an update if the response date is too far from the report date.]
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.
