[Client Letterhead — Entity Name, Address]
[Drafting note, delete before use: Draft for professional judgment. Representation letters are on the client’s letterhead, addressed to the auditor, and dated the same date as the auditor’s report (AU-C 580, AU-C 935 and GAGAS). They are signed by those members of management with primary responsibility for the financial statements, usually the CEO and CFO. Delete representations that do not apply, and add entity-specific ones. A representation letter does not replace audit evidence. Have counsel review it where needed.]
[Client Name letterhead]
[MM/DD/YYYY]
[CPA Firm Name]
[Address]
This representation letter is provided in connection with your audit of the financial statements of [Client Name] (the “Organization”) as of and for the year ended [MM/DD/YYYY], and your compliance audit of its federal awards under 2 CFR Part 200, Subpart F (Uniform Guidance), for that year. We confirm, to the best of our knowledge and belief, having made appropriate inquiries, the following representations made to you during your audit.
Financial statements
1. We have fulfilled our responsibilities for the preparation and fair presentation of the financial statements in accordance with [US GAAP] and for the design, implementation and maintenance of internal control relevant to their preparation, as set out in the engagement letter dated [MM/DD/YYYY].
1. We have disclosed to you the results of our assessment of the risk of fraud, and we have no knowledge of fraud or suspected fraud, or of allegations of fraud, that affect the Organization’s financial statements or federal awards.
Information and completeness
1. We have provided you with all relevant information and access, as agreed in the terms of the audit engagement, and all transactions have been recorded and are reflected in the financial statements.
1. We have disclosed to you the results of our assessment of the risk that the financial statements may be materially misstated as a result of fraud.
1. We have no knowledge of any fraud or suspected fraud involving management, employees with significant roles in internal control, or others where the fraud could have a material effect on the financial statements. We have no knowledge of any allegations of fraud or suspected fraud affecting the financial statements, communicated by employees, former employees, regulators or others.
1. We have disclosed to you all known instances of noncompliance or suspected noncompliance with laws and regulations whose effects should be considered when preparing financial statements.
1. We have disclosed to you the identity of related parties and all related party relationships and transactions of which we are aware, and these are properly accounted for and disclosed.
1. We have disclosed to you all known actual or possible litigation and claims whose effects should be considered when preparing the financial statements, and have accounted for and disclosed them in accordance with US GAAP.
1. No events have occurred after the balance sheet date, up to the date of this letter, that require adjustment or disclosure in the financial statements, except as disclosed in Note [Number].
1. The effects of uncorrected misstatements are immaterial, individually and in the aggregate, to the financial statements as a whole. A summary of those misstatements is attached.
1. The methods, significant assumptions and data used in making accounting estimates, including fair value estimates, are appropriate and applied consistently, and the disclosures about them are complete and in accordance with US GAAP.
Federal awards: schedule of expenditures of federal awards (SEFA)
1. We are responsible for the preparation of the SEFA in accordance with the Uniform Guidance. The SEFA is presented fairly in all material respects, and we have followed consistent methods of measurement and presentation, which we have disclosed to you. We will include your audit report on the SEFA whenever we publish or make it available, and will present it with the audited financial statements.
1. We have identified and disclosed to you all of the federal awards the Organization received and expended, including awards received directly from federal agencies and passed through other entities, and the amounts passed through to subrecipients. The SEFA lists each program with its Assistance Listing (ALN) number, any identifying number assigned by the pass-through entity and the amounts expended.
1. We have identified the noncash assistance, loans, loan guarantees and federal insurance programs, and the amounts of each, and we have disclosed the balances of loans outstanding at year end.
Federal awards: compliance and internal control
1. We are responsible for complying with the laws, regulations and award terms that apply to each federal program, and we have identified and disclosed to you all of the requirements of laws, regulations, contracts and grant agreements that could have a direct and material effect on a major program.
1. We are responsible for establishing and maintaining effective internal control over compliance for federal programs that provides reasonable assurance that we are managing federal awards in compliance with laws, regulations and the terms of the awards. We have evaluated internal control over compliance.
1. We have complied, in all material respects, with the compliance requirements, including those in the OMB Compliance Supplement that apply to each major program, except as disclosed to you. We have made available all grant agreements, contracts and correspondence with federal agencies and pass-through entities, including reports and communications about compliance.
1. We have no knowledge of noncompliance, or suspected noncompliance, with laws, regulations and the terms of awards that could affect the federal programs, or of communications from federal agencies, pass-through entities or others about noncompliance, other than those disclosed to you.
1. We have complied with the requirements for subrecipients, including making subawards with the required information, performing risk assessments, monitoring and obtaining subrecipient audits, and following up on findings.
1. The reports and claims submitted to federal agencies and pass-through entities were complete and correct and were supported by the books and records, and cost allocations, including indirect costs, comply with the Uniform Guidance. We have disclosed to you any costs we believe may be questioned.
1. We have taken corrective action on audit findings from prior audits, and the summary schedule of prior audit findings is complete and accurate. We will prepare the corrective action plan for the current-year findings. Nothing has come to our attention that would materially change the information reported in the summary schedule.
1. We have not received notice of an examination, review or investigation by a federal agency or a pass-through entity that is not disclosed to you.
1. We understand that we are responsible for preparing and submitting the data collection form and the reporting package to the Federal Audit Clearinghouse by the due date, and that the reporting package must contain the financial statements and SEFA, the summary schedule of prior audit findings, the auditor’s reports and the corrective action plan (2 CFR 200.512(c)).
Sincerely,
[Name], [Chief Executive Officer / Plan Administrator]
[Name], [Chief Financial Officer / Controller]
[Client Name]
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.
