[Client Letterhead — Entity Name, Address]
[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement and to your firm’s methodology, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards. Send on the client’s letterhead, signed by management, with the reply directed to the auditor. Confirm the surety’s address and contact from an independent source. Do not take them from the client’s letter file alone.]
[MM/DD/YYYY]
[Surety Company Name]
[Attention: Bond Underwriting / Surety Confirmation]
[Street Address]
[City, State ZIP]
Re: Confirmation request for [Client Name] (the Contractor), principal on bonds issued by you, as of [Confirmation Date: MM/DD/YYYY]
Our auditors, [CPA Firm Name], are auditing our financial statements as of the date above. Please confirm directly to our auditors the information requested below about bonds you have issued for us, our indemnity and collateral arrangements with you, and any amounts owed between us. If your records differ from the information shown, please give the details. Where a row is blank, please complete it from your records.
Please send your reply directly to:
[CPA Firm Name], Attn: [Engagement Partner / Senior]
[Street Address], [City, State ZIP] · [Email]
Do not send the reply to us. Your prompt response is appreciated.
1. Bonds outstanding
	Bond number
	Obligee and project
	Type (bid, performance, payment, maintenance)
	Penal sum (USD)
	Estimated cost to complete or exposure (USD)
	Status

	[Number]
	[Obligee / project]
	[Type]
	$
	$
	[Open / complete / in maintenance]

	
	
	
	$
	$
	

	
	
	
	$
	$
	

	
	
	
	$
	$
	

	
	
	
	$
	$
	



2. Bonding program limits
	Item
	Per our records
	Per your records

	Single-project limit (USD)
	$[Amount]
	

	Aggregate program limit (USD)
	$[Amount]
	

	Total bonded backlog, uncompleted bonded work (USD)
	$[Amount]
	

	Date of the most recent program review
	[MM/DD/YYYY]
	

	Conditions or financial covenants attached to the program
	[Describe]
	



3. Indemnity, collateral and funds control
Please describe the general indemnity agreement in force (date and parties, including any owners or affiliates who signed), any collateral you hold (cash, letters of credit, assignments, liens) and any funds-control or joint-check arrangement on a bonded project.
	Item
	Per our records
	Per your records

	General indemnity agreement date and indemnitors
	[Details]
	

	Collateral held, with amount and form
	[Details]
	

	Funds control or joint-check arrangements
	[Details]
	



4. Premiums, fees and amounts owed
	Item
	Per our records (USD)
	Per your records (USD)

	Bond premiums paid in the year
	$
	$

	Premiums accrued and unpaid
	$
	$

	Other fees or advances owed to you
	$
	$

	Amounts you hold for us (for example, returned collateral or premium refunds)
	$
	$



5. Claims, defaults and notices
Please tell us whether, as of the confirmation date, you have received any claim on a bond issued for us, any notice of default or termination, any demand for additional collateral or any reservation of rights, or have made any payment or completed any work under a bond. If there are none, please say so.
	Matter
	Bond number
	Date
	Amount (USD)
	Status and your assessment

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Client authorization
______________________
[Authorized Signer Name], [Title], [Client Name]
Surety response
Our records agree with the information above except as noted. We have not searched all of our records, but apart from any items noted we are not aware of other bonds, collateral or claims for this principal.
______________________
[Authorized Surety Officer], [Title]    Date: [MM/DD/YYYY]
Auditor use only: confirmation control log
The auditor keeps control over the request and the reply (AU-C 505). Record the steps below. If the surety replies through an electronic platform, record the platform and your evaluation of the reliability of the response.
	Item
	Detail

	Address and contact verified by (method / source)
	

	Sent by / date / method (mail, email, platform)
	

	Second request sent (date)
	

	Reply received by / date / method
	

	Differences and resolution
	

	Alternative procedures if no reply
	

	W/P reference
	



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.
