[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 or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Attach it to an audit, review or other attest engagement letter when the firm will also do nonattest work for the client. The independence evaluation under the AICPA Code (ET 1.295) must be done and documented before the work starts.]
Addendum to the engagement letter dated [MM/DD/YYYY] between [Firm Name] and [Client Name]
1. Nonattest services to be provided
	Service
	Description and deliverable
	Fee
	Timing

	[Preparation of financial statements / bookkeeping / payroll / tax compliance / internal audit assistance / other]
	[Describe]
	$[Amount]
	[Dates]

	
	
	
	

	
	
	
	



2. Management responsibilities
For each service above, management agrees to:
1. Assume all management responsibilities and make all management decisions.
1. Designate an individual with suitable skill, knowledge and experience to oversee the services: [Name, Title].
1. Evaluate the adequacy and results of the services.
1. Accept responsibility for the results of the services.
1. Establish and maintain internal control, including monitoring ongoing activities.
3. Independence
We have evaluated whether these services create threats to our independence from the audit or review client, and concluded that they do not, or that safeguards reduce the threats to an acceptable level. Documentation of the evaluation is in our engagement file. We will not provide a service that would impair independence. If circumstances change we will tell you and may have to stop the service or the attest engagement.
4. Other terms
The terms of the original engagement letter apply to the services above unless this addendum says otherwise. Fees for these services are in addition to the attest fee and are billed separately.
	Firm independence evaluation
	Entry

	Threats considered
	[Self-review / management participation / advocacy / familiarity / undue influence / self-interest]

	Safeguards applied
	[Describe]

	Evaluated by and date
	[Name, Title] · [MM/DD/YYYY]

	Reference to the file
	[Ref]



If these terms are acceptable, please sign and return a copy of this letter. Our work begins when we receive it.
	
	Firm
	Client

	Name and title
	[Name], [Title]
	[Name], [Title]

	Signature
	______________________
	______________________

	Date
	[MM/DD/YYYY]
	[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.
