[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. Process owners and business unit heads complete it each quarter to support the certifications made by the principal executive and financial officers. Counsel should review the wording before use. Do not change the questions without the finance team’s agreement.]
	Item
	Entry

	Name and title
	[Name, Title]

	Business unit or process
	[Name]

	Quarter ended
	[MM/DD/YYYY]

	Due date
	[MM/DD/YYYY]



1. Representations
To the best of my knowledge, after making reasonable inquiries of the people in my area, as of the end of the quarter:
	No.
	Representation
	Yes / No
	If No, explain

	1
	The financial information I provided for the quarter is complete and accurate, and I am not aware of any material misstatement or omission.
	
	

	2
	The key controls in my area operated as designed during the quarter, and I have told finance about any control that did not.
	
	

	3
	I am not aware of any significant change in the design or operation of internal control over financial reporting in my area during the quarter, other than those I have reported.
	
	

	4
	I am not aware of any fraud, suspected fraud or misconduct, whether or not material, involving management or others with a significant role in controls.
	
	

	5
	I am not aware of any complaint or concern about accounting, controls or auditing that I have not reported through the channels in the whistleblower policy.
	
	

	6
	All significant, unusual or non-routine transactions, side agreements and changes to contracts in my area have been reported to finance and are reflected in the information I provided.
	
	

	7
	I have disclosed all related party relationships and transactions that I know of.
	
	

	8
	I have disclosed all known or potential legal claims, regulatory inquiries, and violations of law, policy or the code of conduct.
	
	

	9
	Estimates and judgments in my area (reserves, accruals, valuations) are based on the best information available and are not biased.
	
	

	10
	No one has pressed me or my team to change, delay or leave out information, or to override a control.
	
	

	11
	Deficiencies reported earlier have been remediated or are being tracked on the agreed dates.
	
	

	12
	I have shared accurate information with the internal and the external auditors and have not limited their access.
	
	



2. Significant changes in the quarter
	Change (systems, people, processes, structure, new products)
	Effect on controls
	Reported to

	
	
	

	
	
	

	
	
	

	
	
	



3. Matters to report
	Matter
	Amount (USD) if known
	Action taken

	
	
	

	
	
	

	
	
	

	
	
	



4. Certification
I confirm the above is true and complete to the best of my knowledge, and I understand that the entity’s officers rely on it for their certifications.
	Role
	Name
	Signature
	Date

	Process owner or unit head
	[Name]
	
	[MM/DD/YYYY]

	Reviewed by controller
	[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.
