Related Party Questionnaire — [Client Name]
To: [Respondent Name], [Title — officer / director / owner / key manager]
From: [Client Name] management, for use by our auditors, [CPA Firm Name], in their [audit / review] of the financial statements for the year ended [MM/DD/YYYY]
Please complete this questionnaire for the period from [MM/DD/YYYY] to the date you sign it. Answer “None” where nothing applies. If unsure whether something is relevant, include it with a short explanation. Return the signed form to [Name] by [MM/DD/YYYY].
Key terms (plain language)
1. Related party: you; members of your immediate family (spouse or partner, children, parents, siblings and in-laws who could influence or be influenced by you); and any business, trust or organization that you or your immediate family own, control, manage or significantly influence.
1. Transaction: any sale, purchase, lease, loan, guarantee, service, transfer of assets or obligations, or other arrangement, whether or not money changed hands and whether or not on market terms.
1. Significant influence: the ability to affect the other party’s operating or financial decisions, for example through ownership, a board seat or a management role.
1. Your interests in other entities
List businesses or organizations in which you or your immediate family hold an ownership interest of [10]% or more, serve as an officer, director, trustee, general partner or manager, or otherwise have significant influence.
	Entity name
	Your (or family member’s) role / % ownership
	Family member (if not you)
	Does it do business with the Company? (Y/N)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



2. Family members employed by or doing business with the Company
	Name
	Relationship to you
	Role at the Company or nature of business with it

	
	
	

	
	
	

	
	
	



3. Transactions and balances with the Company
Describe any transaction during the period between the Company and you, your immediate family or any entity listed in section 1.
	Related party
	Nature of transaction (sale, purchase, lease, loan, service, other)
	Amount for the period (USD)
	Balance owed at year end (USD)
	Terms (interest, security, repayment) and approval

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



4. Guarantees, commitments and other arrangements
	Question
	Yes / No / N/A
	W/P ref / evidence
	Initials / comments

	Have you or a related party guaranteed any debt of the Company, or has the Company guaranteed any debt of yours or a related party?
	
	
	

	Does the Company lease property or equipment from you or a related party?
	
	
	

	Are there any loans or advances between the Company and you or a related party, including to officers or employees?
	
	
	

	Have you received anything of value from a customer, supplier or other party doing business with the Company?
	
	
	

	Are you aware of any agreement to buy or sell ownership interests in the Company, or any side agreement with owners?
	
	
	

	Are you aware of any transaction that was outside the Company’s normal course of business or otherwise unusual given its size, timing or terms?
	
	
	

	Are you aware of any entity under common control with the Company (for example, a real estate entity owned by the same owners)?
	
	
	



Details for any “Yes” answer: ______
5. Representation
I confirm that the information above is complete and accurate to the best of my knowledge and belief. I will promptly inform [Name, Title] of any changes up to the date the financial statements are issued.
	Signature
	Name
	Title
	Date (MM/DD/YYYY)

	
	
	
	



For auditor use
	Procedure
	Yes / No / N/A
	W/P ref / evidence
	Initials / comments

	Responses compared with prior year related party listing and changes followed up
	
	
	

	Related parties shared with the engagement team (AU-C 550)
	
	
	

	Responses compared with GL vendor / customer master files, minutes, bank confirmations, contracts and tax returns
	
	
	

	Significant related party transactions outside the normal course of business: agreements read, business rationale evaluated, authorization and approval checked
	
	
	

	ASC 850 disclosure (nature of relationship, description, amounts, balances due, terms) reviewed; common control relationships considered
	
	
	

	Variable interest / common control leasing arrangements considered (ASC 810, including the private company alternative if elected)
	
	
	



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.
