[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. Use it for recurring accounting, controller or fractional CFO work performed as nonattest services. If the firm also audits or reviews the client, complete the independence evaluation and the nonattest addendum first.]
[MM/DD/YYYY]
[Client Name]
[Address]

Re: Outsourced accounting and advisory services
Dear [Client Contact]:
This letter sets out the services [Firm Name] will provide on an ongoing basis and the terms that apply.
1. Services
	Service
	Frequency
	Included (Yes / No)
	Notes

	Bookkeeping and transaction coding
	[Weekly / monthly]
	[Yes / No]
	

	Bank and credit card reconciliations
	[Monthly]
	[Yes / No]
	

	Accounts payable processing and payment preparation
	[Weekly]
	[Yes / No]
	Payments are approved and released by the client

	Invoicing and collections support
	[Weekly]
	[Yes / No]
	

	Payroll processing and payroll tax filings
	[Per pay period]
	[Yes / No]
	

	Month-end close and financial statements
	[Monthly, by business day [X]]
	[Yes / No]
	

	Budgeting, forecasting and KPI reporting
	[Monthly / quarterly]
	[Yes / No]
	

	Controller or CFO advisory meetings
	[Hours per month]
	[Yes / No]
	

	Sales tax, 1099 and other filings
	[As due]
	[Yes / No]
	



2. Management responsibilities
Management remains responsible for the financial statements and for the records and internal controls behind them. You will designate [Name, Title] to oversee our services, who has the skill, knowledge and experience to do so. That person will review and approve our work product and decisions, authorize payments and journal entries above [$ Amount], and accept responsibility for the results of our services. We will not make management decisions, approve transactions, hold custody of assets or sign checks for you.
3. Basis of financial statements and level of assurance
Unless we agree otherwise in writing, we will prepare financial statements on the [cash / accrual / tax] basis. Our services are not an audit, review or compilation, and we will express no opinion or other assurance on them. Statements we prepare may omit disclosures, and they are for management’s use. If you want them to be used by a lender, an investor or another third party, tell us so we can discuss the right level of service.
4. Your responsibilities
1. Give us access to bank accounts, systems and records, and complete, accurate source documents by [day] of each month.
1. Review the monthly reports and tell us of errors or questions within [10] days.
1. Keep your own copies of important records and the backups of your accounting data.
1. Tell us of new accounts, loans, entities, related parties and unusual transactions in advance.
5. Systems and data
We will use [your accounting system / ours] for the work. Access credentials are kept by the people named in the access table below, protected by multi-factor authentication where offered, and removed when the engagement ends. We keep your information confidential and use third-party tools only under written confidentiality terms.
	System
	Owner
	Our access level
	Credential holder

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



6. Fees and term
	Item
	Terms

	Monthly fee
	$[Amount] per month for the services marked above

	Additional work
	$[Rate] per hour by level, agreed in writing before work begins

	Billing
	Monthly in advance, due within [15] days

	Term and notice
	Starts [MM/DD/YYYY], renews monthly, and either party may end it on [30] days’ written notice

	Transition
	On request we will give your records and a transition file to you or a successor, for the fee in our rate schedule



Our liability, dispute and records terms are: [Counsel-reviewed wording].
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.
