[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 to your firm’s methodology, and have legal counsel review it where needed, especially any fee, liability, records or dispute wording. It is not legal advice and does not by itself show compliance with professional standards.]
[Drafting note: ERISA section 103(a)(3)(C) audits follow AU-C 703 and the Department of Labor regulations at 29 CFR 2520.103-8 (limitation on scope of the accountant’s examination), 2520.103-12(d) (information reported directly to the Department by certain entities) and 2520.103-5 (certification by the institution). The auditor’s opinion has a specific two-part form. This template sets out the engagement terms only. Have a CPA with employee benefit plan experience review it.]
[MM/DD/YYYY]
[Name], [Plan Administrator / Plan Sponsor], [Title]
[Client Name]
[Street Address]
[City, State ZIP]
Dear [Name]:
This letter confirms our understanding of the terms of our engagement to audit the financial statements of [Plan Name] (the “Plan”) as of and for the year ended [MM/DD/YYYY] and to perform the audit in the manner permitted by section 103(a)(3)(C) of the Employee Retirement Income Security Act of 1974 (ERISA). It also sets out the nature and limits of the services.
Objective and scope
We will audit the Plan’s [statements of net assets available for benefits as of MM/DD/YYYY and MM/DD/YYYY, the statement of changes in net assets available for benefits for the year ended MM/DD/YYYY, and the related notes] (the financial statements), and the supplemental schedules required by ERISA and Department of Labor regulations [list, for example Schedule H, line 4i, schedule of assets (held at end of year), and line 4a, schedule of delinquent participant contributions] (the supplemental schedules), which are to be filed with the Plan’s Form 5500 annual return/report.
You have told us you intend to elect, as ERISA 103(a)(3)(C) permits, to have us not audit investment information that a qualified institution has certified as complete and accurate. The Plan Administrator is responsible for making that election, for confirming that the institution is a bank or similar institution or an insurance carrier that is regulated, supervised and subject to periodic examination by a state or federal agency, and for obtaining a certification that meets the regulations. The investments covered by the certification are [list, e.g. investments held and managed by [Trustee / Custodian]], with a [year-end value of $[Amount]]. For the certified investment information we will obtain and read the certification, compare it with the related information in the financial statements and read the related disclosures, but we will not audit that information. Our report will say so.
We will conduct the audit in accordance with auditing standards generally accepted in the United States of America (GAAS), including AU-C 703. Our report will describe the scope and nature of the audit and will give an opinion in two parts: whether the amounts and disclosures not covered by the certification are presented fairly, in all material respects, in accordance with US GAAP, and whether the investment information related to the certified investment information agrees to, or is derived from, the certification. As in any audit, the form of the opinion depends on our audit results. Reasonable assurance is not absolute assurance.
Auditor’s responsibilities
1. Plan and perform the audit to obtain reasonable assurance about whether the financial statements, other than the certified investment information, are free of material misstatement, and consider the risks of fraud and noncompliance with laws and regulations.
1. Obtain an understanding of the Plan and its environment, including internal control relevant to the audit, and of the plan provisions, including how contributions, benefits and eligibility are administered, and of the service organizations the Plan uses. We will request any service organization (SOC 1) reports and consider how the Plan’s controls relate to them.
1. Perform procedures on participant data, contributions (including timeliness of deposits), benefit payments, participant loans, forfeitures, administrative expenses, the plan’s tax status information, transactions with parties in interest and prohibited transactions, as relevant, and subsequent events.
1. Read the certification and confirm that the information in the financial statements agrees to it, and that the certification is signed by a qualified institution and covers the investments the Plan Administrator has elected.
1. Evaluate whether the supplemental schedules are presented in conformity with the Department of Labor’s Rules and Regulations for Reporting and Disclosure under ERISA and are fairly stated in relation to the financial statements.
1. Communicate with the Plan Administrator and those charged with governance about audit findings, deficiencies in internal control, and any noncompliance with ERISA or the plan document that we find.
Plan Administrator’s responsibilities
1. Prepare and fairly present the financial statements and supplemental schedules in accordance with US GAAP, and maintain internal control relevant to them, including controls over participant data, contributions and benefit payments.
1. Administer the Plan in accordance with the plan document and with ERISA and the Internal Revenue Code, including timely deposit of participant contributions, eligibility, nondiscrimination testing, required minimum distributions and filing of Form 5500 by its due date (with any extension).
1. Make the election to use a certification, obtain a certification that meets the regulations from a qualified institution, and give us a copy. Confirm that the institution is a bank or similar institution, or an insurance carrier, that is regulated, supervised and subject to periodic examination by a state or federal agency.
1. Identify and disclose all parties in interest, related transactions and prohibited transactions, and provide a complete plan document, amendments, adoption agreement, trust and service provider agreements.
1. Provide us with all records and information we ask for, with unrestricted access to people at the plan sponsor and its service providers, and a written representation letter at the end of the audit.
1. Provide us with a substantially complete draft of the Form 5500 before our report is dated, so that we can read it and consider whether the financial information in it is consistent with the audited financial statements.
Reporting
We will issue a report on the financial statements and a report on the supplemental schedules, signed in the name of the firm and addressed to [the Plan Administrator / Plan participants and Plan Administrator]. The Plan will include the reports with its Form 5500 filing with the Department of Labor. Circumstances could arise in which our report differs from its expected form. If we cannot complete the audit, we may have to withdraw.
[Timing: planning in Month YYYY, fieldwork in Month YYYY, report by MM/DD/YYYY, in time for the Form 5500 due date of MM/DD/YYYY, or the extended due date if you file Form 5558.]
Independence and nonattest services
ERISA requires the audit to be performed by an independent qualified public accountant. We must be independent of the Plan under the AICPA Code and the Department of Labor’s interpretive bulletin on the independence of employee benefit plan accountants (29 CFR 2509.2022-01). [Describe any nonattest services, such as preparing the financial statements or Form 5500, and the management responsibilities you accept for them. See the audit engagement letter template for model wording.]
Fees and billing
Our fee for these services will be [$Amount / based on our standard hourly rates, estimated at $Amount], plus out-of-pocket costs. Invoices are payable [on presentation / within 30 days]. The estimate assumes the records are ready when work begins, requested items are delivered on time and no unexpected circumstances arise. We will tell you promptly if we expect the fee to change. If invoices are not paid as agreed, we may suspend or stop work to the extent professional standards and law permit. [Optional: late-payment, dispute resolution or limitation-of-liability wording. Confirm with counsel and check it against the AICPA Code and your state board rules.]
Records, working papers and electronic communication
Our working papers are our property and are confidential. We keep them for [number] years or longer if law or professional standards require, and we may have to make them available to regulators, a peer reviewer or others as law or standards require. We will return your original records at the end of the engagement. We may exchange documents with you electronically, including through a client portal. [Optional: describe any third-party service providers and obtain consent where required.]
We appreciate the opportunity to work with you. If you have questions about this letter, please call us.
Sincerely,
[CPA Firm Name]
Acceptance
If these terms are acceptable, please sign below and return a copy to us. This letter remains in effect until it is terminated, amended or replaced.
	[CPA Firm Name]
	[Client Name] (Plan Administrator)

	Signature: ______________________
	Signature: ______________________

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

	Title: [Partner]
	Title: [Title]

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