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Understanding the Sample Review Attestation Engagement Letter

Sample review attestation engagement letter serves as a vital document in the accounting and
auditing fields. It establishes a clear understanding between the accountant or auditor and the client
regarding the scope, objectives, responsibilities, and terms of a review engagement. This letter acts
as a roadmap for the engagement, ensuring all parties are aligned and expectations are clearly
articulated. Whether you are an accounting professional drafting your first engagement letter or a
client seeking clarity on the process, understanding the essential components of a review attestation
engagement letter is crucial for a successful engagement.

The Importance of a Review Attestation Engagement Letter
Why is an Engagement Letter Necessary?
- Legal Protection: Defines the scope of work and limits liability.
- Clarifies Responsibilities: Outlines the duties of both the accountant and the client.
- Sets Expectations: Establishes timelines, deliverables, and fees.

- Ensures Compliance: Meets professional standards such as those set by AICPA or other
relevant bodies.

Key Functions of the Sample Letter
- Serves as a contractual agreement for the review engagement

- Reduces misunderstandings or disputes
- Provides documentation of agreed-upon procedures and limitations

Components of a Sample Review Attestation Engagement Letter
1. Introduction and Purpose

This section introduces the engagement, identifying the client and the accountant or firm. It states
the purpose of the review and briefly explains the nature of the engagement.
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- Example: "This letter confirms our agreement to perform a review of the financial statements of
XYZ Company for the year ended December 31, 20XX."

2. Scope of the Engagement

The scope defines what the review will and will not cover, aligning expectations with the client.
- Review of financial statements in accordance with applicable standards (e.g., SSAE, AICPA)
- Limited procedures such as inquiries and analytical procedures

- Exclusions, such as detailed testing or audit procedures

3. Responsibilities of the Accountant
This section details what the accountant commits to doing, including:
- Performing the review in accordance with professional standards
- Providing limited assurance regarding the financial statements
- Preparing a review report summarizing findings and conclusions
4. Responsibilities of the Client
This part specifies the client's duties, such as:
- Providing access to all relevant financial records and information
- Ensuring the accuracy and completeness of the data provided
- Notifying the accountant of any significant changes or issues
5. Timing and Deliverables
Clear deadlines and deliverables help manage expectations:
- Engagement start date
- Expected completion date

- Delivery of the review report

6. Fees and Payment Terms
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Details regarding the fee structure, billing arrangements, and payment deadlines:

- Fixed fee or hourly billing
- Payment schedule
- Additional charges for scope changes
7. Limitations and Assurances
This section emphasizes the limited nature of review procedures:
- No opinion on internal controls or fraud
- Review does not constitute an audit
- Financial statements are prepared under applicable accounting standards
8. Confidentiality and Data Security
Assurances regarding the confidentiality of client information:
- Protection of sensitive data
- Limitations on sharing information
9. Termination Clause
Terms under which either party may terminate the engagement:
- Notice periods

- Obligations upon termination

10. Acceptance and Signatures

Vol. 2023, Issue 9

This final section includes space for signatures from both the client and the accountant, confirming

agreement to the terms outlined in the letter.

Sample Language and Formatting Tips for the Engagement Letter

Language Recommendations
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- Use clear, concise, and professional language.

- Avoid jargon or ambiguous terms.

- Be specific about scope, responsibilities, and limitations.
Formatting Best Practices

- Use headings and subheadings for clarity.

- Include numbered or bulleted lists for responsibilities and procedures.

- Ensure signatures and dates are prominently placed.
- Attach relevant schedules or appendices if necessary.

Sample Review Attestation Engagement Letter Template
Below is a simplified template to illustrate the typical structure and content:

[Your Firm's Letterhead]

[Date]

[Client Name]

[Client Address]

Subject: Engagement Letter for Review of Financial Statements

Dear [Client Name],

Vol. 2023, Issue 9

We are pleased to confirm our understanding of the scope and terms of our review engagement of

the financial statements of [Company Name] for the year ended [Date].

- Scope of Engagement

We will perform a review of the financial statements in accordance with [applicable standards],
which primarily involves inquiries and analytical procedures. Our review does not include obtaining

an audit or a detailed examination.

- Responsibilities of [Your Firm]
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Our responsibility is to perform the review to express limited assurance that the financial statements
are not materially misstated. We will prepare a report summarizing our review findings.

- Responsibilities of [Client]

You agree to provide us with access to all relevant financial records and information necessary for
our review. You also confirm the accuracy and completeness of the data provided.

- Timing

Our review is expected to commence on [start date], with an anticipated completion date of [end
date].

- Fees

Our professional fees for this engagement will be [fee structure], payable [payment terms].

- Limitations
A review provides limited assurance and is not as extensive as an audit. Accordingly, we do not
express an opinion on the financial statements.

- Confidentiality

All information obtained during the review will be kept confidential, except as required by law or
professional standards.

Please confirm your agreement to the terms outlined above by signing and returning a copy of this
letter.

We appreciate the opportunity to work with you.
Sincerely,

[Your Name]
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[Your Title]

[Your Firm]

Accepted and agreed:

[Client Name] [Date]

[Title/Position]

Best Practices for Drafting a Sample Review Attestation Engagement
Letter

Ensure Clarity and Precision

- Clearly define the scope and limitations of the review.

- Use straightforward language to prevent misunderstandings.

- Specify responsibilities to avoid overlap or gaps.
Customize for Each Engagement

- Tailor the letter to reflect specific client circumstances.

- Adjust scope, deadlines, and fees accordingly.

- Include relevant disclosures or special considerations.
Consult Professional Standards

- Follow relevant guidelines such as those issued by the AICPA or other regulatory bodies.

- Incorporate required disclosures and legal provisions.
Obtain Client Agreement

- Ensure the client reviews and signs the letter before commencing work.
- Keep signed copies for your records.
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Conclusion

A well-crafted sample review attestation engagement letter is essential for establishing a clear,
professional, and legally sound foundation for your review engagement. It delineates
responsibilities, scope, and expectations, reducing the risk of misunderstandings and disputes.
Whether you're preparing your own engagement letter or reviewing one, understanding its
components and best practices ensures your engagements are compliant, efficient, and mutually
beneficial. Proper documentation not only protects all parties involved but also upholds the
standards of quality and professionalism in financial reporting and assurance services.

Sample Review Attestation Engagement Letter: A Comprehensive Guide for Accountants and
Auditors

In the realm of financial reporting, clarity and professionalism are paramount. Whether you are a
seasoned accountant or a budding auditor, understanding the nuances of engagement letters is
essential to establishing clear expectations and safeguarding your practice. One of the critical
documents in this process is the sample review attestation engagement letter. This letter serves as
a formal agreement between the practitioner and the client, outlining the scope, responsibilities, and
limitations of the review engagement. In this article, we delve into the essentials of a review
engagement letter, explore its structure, and provide insights into crafting an effective sample that
aligns with professional standards.

What Is a Review Attestation Engagement Letter?

A review attestation engagement letter is a written agreement that confirms the terms under which
an accountant or auditor will perform a review of financial statements. Unlike an audit, which
provides a higher level of assurance, a review offers limited assurance that nothing has come to
attention indicating the financial statements are not prepared, in all material respects, in accordance
with the applicable financial reporting framework.

Key Characteristics:
- Scope Definition: Clearly specifies what the review entails.
- Limited Assurance: Emphasizes that the engagement provides only limited assurance.
- Legal and Professional Clarity: Protects both practitioner and client by setting expectations.
- Basis for Work: Guides the review process and documentation.

The Importance of an Effective Engagement Letter

An engagement letter is more than just a formality; it is a foundational document that minimizes
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misunderstandings and disputes. For review engagements, it ensures that both parties agree on:

- The nature and extent of procedures performed.

- The responsibilities of management and the practitioner.
- The limitations inherent to a review.

- The timing and deliverables of the engagement.

Without a clear and comprehensive engagement letter, practitioners risk exposure to legal liabilities,
scope creep, or misinterpretation of their role.

Core Components of a Sample Review Attestation Engagement Letter
A well-structured review engagement letter should contain several key elements, each serving a
specific purpose. Below, we break down these components with detailed explanations.

- Header and Introduction
This section identifies the document as an engagement letter and states the parties involved.
Example:

?This letter confirms our understanding of the review engagement to be performed by [Practitioner's
Name or Firm] for [Client Name] for the year ending [Date].?

Purpose: Sets the context and formalizes the agreement.

- Objective of the Engagement
Clearly articulate the purpose of the review.
Example:
?The objective of our review is to provide limited assurance that there are no material modifications
that should be made to the financial statements for them to be in conformity with [Applicable

Framework].?

Purpose: Ensures both parties understand the nature and scope.
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- Scope of the Review
Define what procedures will be performed and what is excluded.
Typical language:

?0ur review will consist primarily of inquiries and analytical procedures. We will not perform an audit
or comprehensive review of internal controls.?

Inclusions:

- Analytical procedures

- Inquiries of management

- Review of documentation
Exclusions:

- Testing of internal controls

- Detailed verification of assets and liabilities

Purpose: Avoids misunderstandings about the level of assurance.

- Responsibilities of Management
States management?s role in preparing the financial statements.
Example:
?Management is responsible for the preparation and fair presentation of the financial statements in
accordance with [Framework], and for designing, implementing, and maintaining internal controls

relevant to the preparation of the financial statements.?

Purpose: Clarifies that the practitioner relies on management?s representations.

- Responsibilities of the Practitioner

Details what the practitioner will do.
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Example:
?0ur responsibility is to conduct the review in accordance with [Applicable Standards], which require
us to plan and perform the review to obtain limited assurance that the financial statements are free

of material misstatement.?

Purpose: Establishes professional standards and scope.

- Limitations of the Review
Highlights the inherent limitations.
Example:
?A review is substantially less in scope than an audit and, therefore, provides only limited
assurance. We will not assess internal controls or verify individual transactions, and we do not

express an opinion on the financial statements.?

Purpose: Manages client expectations and legal liability.

- Deliverables and Timing
Specify what will be delivered and when.
Example:
?We will provide a report expressing limited assurance on the financial statements by [Date].?

Purpose: Sets deadlines and clarifies deliverables.

- Fees and Payment Terms
Outline the fee structure and billing arrangements.
Example:

?0ur fees for this engagement will be based on the time spent at our standard hourly rates, plus
out-of-pocket expenses. Payment is due upon receipt of our invoice.?
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Purpose: Ensures transparency and agreement on compensation.

- Amendments and Termination
Conditions under which the engagement can be modified or terminated.
Example:

?This engagement may be modified only in writing signed by both parties. Either party may
terminate the engagement upon written notice.?

Purpose: Provides flexibility and legal clarity.
Best Practices in Drafting a Sample Review Engagement Letter
While templates are helpful, each engagement should be tailored to the specific circumstances.

Here are best practices to consider:

- Use Clear and Concise Language: Avoid jargon, and ensure the document is understandable.
- Be Specific: Tailor scope and responsibilities to the client and engagement type.
- Align with Standards: Reference applicable standards such as SSAE, ISRE, or the PCAOB.
- Include Disclaimers: Clearly state the limited nature of assurance.
- Seek Legal Review: Especially for complex or high-risk engagements.
- Obtain Client Acknowledgment: Have the client sign or acknowledge receipt of the letter.
Sample Review Attestation Engagement Letter Template
Below is a simplified example of what a review engagement letter might look like:
[Practitioner?s Name or Firm Name]
Review Engagement Letter
To: [Client Name]

Date: [Date]

Dear [Client Contact Name],
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We appreciate the opportunity to assist [Client Name] with a review of your financial statements for
the year ending [Date]. This letter outlines the scope, responsibilities, and terms of our engagement.

Objective and Scope

Our review will be conducted in accordance with [Applicable Standards], and will consist primarily of
inquiries and analytical procedures. We will not perform an audit or any testing of internal controls,
nor verify individual transactions.

Management?s Responsibilities

You are responsible for preparing the financial statements in accordance with [Framework] and for
providing us with access to all relevant information.

Practitioner?s Responsibilities

Our responsibility is to conduct the review to obtain limited assurance that the financial statements
are free of material misstatement. We will issue a review report accordingly.

Limitations

A review is less in scope than an audit, and therefore, we do not express an opinion on the financial
statements. Our procedures do not include verification of assets, liabilities, or detailed testing.

Deliverables and Timing
We anticipate completing our review and providing our report by [Date].
Fees

Our fees will be based on the time spent at our standard rates, plus expenses. Payment is due upon
receipt.

Acceptance
Please acknowledge your agreement to the terms of this engagement by signing below.
Sincerely,

[Practitioner?s Name]
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[Title]

[Contact Information]

Acknowledgment and Acceptance:

I, [Name], on behalf of [Client], acknowledge and accept the terms of this engagement.

Signature:

Date:

Final Considerations for Practitioners

Crafting an effective sample review attestation engagement letter is critical in establishing a clear,
professional relationship with clients. It not only ensures compliance with relevant standards but also
mitigates potential misunderstandings or disputes. Remember to customize each letter to fit the
specific engagement, clearly communicate scope and limitations, and maintain transparency about
fees and responsibilities.

By adhering to these best practices, practitioners can foster trust, demonstrate professionalism, and
uphold the integrity of their review engagements. Whether you are drafting your first sample letter or
refining your existing templates, paying close attention to detail will serve you well in delivering
guality services aligned with ethical and professional standards.

In conclusion, a well-crafted review attestation engagement letter is an indispensable tool in the
accountant?s toolkit. It safeguards both practitioner and client, clarifies expectations, and lays the
foundation for a successful review process. As the financial landscape evolves, maintaining clarity
and professionalism through such documents remains a best practice in delivering high-quality
assurance services.

QuestionAnswer What is a sample review attestation engagement letter? A sample review
attestation engagement letter is a template document that outlines the scope, objectives,
responsibilities, and procedures for conducting a review engagement, serving as a formal
agreement between the auditor and the client. Why is it important to use a sample review attestation
engagement letter? Using a sample engagement letter helps ensure clarity of expectations,
compliance with professional standards, reduces misunderstandings, and provides a consistent
framework for the review engagement process. What key elements should be included in a review
attestation engagement letter? Key elements include the scope of the review, responsibilities of both
parties, applicable standards, nature of procedures, limitations, reporting requirements, and
confidentiality clauses. How can | customize a sample review attestation engagement letter for my
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specific engagement? You can customize the sample by adjusting scope details, deadlines, specific
procedures, and client information to reflect the unique aspects of your engagement while
maintaining compliance with relevant standards. Are there any legal considerations when preparing
a review engagement letter? Yes, the letter should clearly define responsibilities, confidentiality, and
limitations to mitigate legal risks, and it should comply with applicable laws and professional
standards to ensure enforceability. What are the common mistakes to avoid when drafting a review
attestation engagement letter? Common mistakes include vague scope definitions, omitting
responsibilities, failing to specify limitations, and not aligning with professional standards, which can
lead to misunderstandings or legal issues. Where can | find reliable samples of review attestation
engagement letters? Reliable sources include professional accounting organizations such as
AICPA, ICAEW, or ISACA, as well as accounting firm templates and reputable professional
standards publications.

Related keywords: attestation engagement letter, sample review letter, audit engagement letter,
review engagement letter template, sample attestation letter, audit engagement document, review
report letter, sample audit letter, attestation services letter, engagement letter template

Accounting due diligence engagement letter sample

accounting due diligence engagement letter sample

An accounting due diligence engagement letter is a critical document that establishes the scope,
terms, and expectations between an accounting firm or professional and a client during a due
diligence process. Whether preparing for a merger, acquisition, investment, or financial audit, a
well-crafted engagement letter helps define responsibilities, deliverables, timelines, and legal
considerations. This article provides a comprehensive guide to understanding, drafting, and utilizing
an accounting due diligence engagement letter sample to ensure clarity, legal compliance, and
successful engagement outcomes.

Understanding the Importance of an Accounting Due Diligence Engagement Letter
What Is an Accounting Due Diligence Engagement Letter?
An accounting due diligence engagement letter is a formal agreement that:

- Outlines the scope of the due diligence review
- Clarifies the responsibilities of both the accounting firm and the client
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- Defines deliverables, timelines, and fees
- Addresses legal protections and confidentiality clauses

This document serves as a foundation for the professional relationship, minimizing
misunderstandings and disputes.

Why Is It Essential?

- Clarity of Scope: Clearly delineates what is included and excluded in the due diligence process.
- Legal Protection: Protects both parties by setting expectations and limitations.

- Professional Standards: Ensures compliance with auditing and accounting standards.

- Risk Management: Identifies potential liabilities and confidentiality obligations.

- Efficiency: Facilitates smooth communication and project management.

Key Components of an Accounting Due Diligence Engagement Letter Sample

A comprehensive engagement letter should address several critical elements to be effective.

- Introduction and Parties Involved

- Names and addresses of the client and the accounting firm
- Date of the agreement
- Purpose of the engagement

- Scope of Work

Define precisely what the due diligence will cover, such as:

- Financial statement review

- Tax compliance assessment

- Internal controls evaluation

- Asset and liability verification

- Legal and regulatory compliance checks

- Specific areas of focus based on client needs

Sample wording:
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> "The scope of this engagement includes a review of the company's financial statements, internal
controls, tax filings, and other relevant financial data for the period ending [date].”
- Responsibilities of the Parties
Responsibilities of the Accounting Firm
- Conduct thorough analysis within agreed scope
- Maintain professional standards and independence
- Provide findings and reports in a timely manner
Responsibilities of the Client
- Provide accurate, complete, and timely information
- Facilitate access to necessary personnel and documents
- Notify of any material changes or issues
- Deliverables
Specify what the client will receive, such as:
- Due diligence report
- Management letters
- Recommendations

- Supporting documentation

Include format, delivery method, and deadlines.

- Timeline and Fees

- Estimated start and completion dates
- Fee structure (fixed fee, hourly rates, or milestone payments)
- Payment terms and conditions
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- Confidentiality and Data Security

- Confidentiality obligations of both parties
- Data handling procedures
- Use and storage of sensitive information

- Legal and Regulatory Considerations

- Limitation of liability
- Indemnity clauses
- Dispute resolution mechanisms

- Termination Clause

Conditions under which either party may terminate the engagement, including notice requirements.

- Miscellaneous Provisions

- Governing law
- Amendments and modifications
- Entire agreement clause

Sample Accounting Due Diligence Engagement Letter

Below is a simplified sample template for an accounting due diligence engagement letter. This
example should be tailored to specific circumstances and reviewed by legal counsel.

[Your Firm?s Name]

Address

City, State, ZIP

Phone Number
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Email
[Client?s Name]
Address
City, State, ZIP
Date: [Insert Date]
Engagement Letter for Accounting Due Diligence Services
Dear [Client?s Contact Name],
We appreciate the opportunity to assist [Client?s Company Name] with its upcoming due diligence
process. This letter outlines the scope, responsibilities, and terms of our engagement to perform
accounting due diligence as requested.
- Scope of Work
Our engagement will include a review of the financial statements, internal controls, tax compliance,

and other relevant financial data for the period ending [date]. Specifically, we will:

- Analyze financial statements for accuracy and consistency
- Assess internal control procedures

- Review tax filings and compliance

- Verify significant assets and liabilities

- Identify potential financial risks

This scope does not include legal due diligence or operational audits unless explicitly agreed upon.

- Responsibilities
Our Responsibilities:

We will perform the engagement in accordance with applicable professional standards, providing a
report summarizing our findings and recommendations.
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Your Responsibilities:
You agree to provide us with accurate and complete information in a timely manner and to facilitate
access to relevant personnel and documents.
- Deliverables and Timeline
We anticipate completing our review and delivering the final report by [date]. Deliverables will

include:

- Dratft findings report for review
- Final due diligence report and management letter
- Fees and Payment Terms
Our fee for this engagement will be [fixed amount / hourly rate of $X], payable as follows:
- [Deposit amount or percentage]
- Remaining balance upon completion

Invoices are payable within [number] days of receipt.

- Confidentiality
All information obtained during this engagement will be kept confidential and used solely for the
purpose of this due diligence. We will implement appropriate data security measures.

- Limitation of Liability
Our engagement is limited to the scope outlined above. We are not responsible for legal,

operational, or other non-financial issues.

- Termination
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Either party may terminate this agreement upon written notice. In such cases, fees for work
performed up to termination will be payable.
- Governing Law
This agreement shall be governed by the laws of [State/Country].
Please indicate your acceptance of these terms by signing below.
Sincerely,
[Your Name]
[Your Title]
[Your Firm?s Name]
Agreed and accepted by:
[Client?s Name]
[Title]
[Date]
Best Practices When Using an Accounting Due Diligence Engagement Letter Sample
Customization and Clarity
- Tailor the sample to specific client needs and transaction types.
- Use clear, unambiguous language to prevent misunderstandings.
Legal Review
- Have the engagement letter reviewed by legal counsel to ensure compliance with relevant laws
and regulations.

Regular Updates
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- Update the template regularly to reflect changes in professional standards or legal
requirements.

Communication

- Discuss the terms with the client before finalizing to ensure mutual understanding.

SEO Tips for drafting your Accounting Due Diligence Engagement Letter Sample Content

- Use keywords naturally throughout the article, such as "accounting due diligence,"” "engagement
letter sample,” "due diligence process," "financial review engagement,” and "accounting services
agreement."

- Include meta descriptions emphasizing the importance and components of an engagement
letter.

- Use internal links to related topics like "due diligence checklist,” "financial audit engagement
letter,” and "client engagement process."

- Incorporate relevant FAQs at the end to address common questions about engagement letters
and due diligence procedures.

Conclusion

An effective accounting due diligence engagement letter sample is an essential tool for establishing
a clear, professional, and legally sound foundation for financial review engagements. By carefully
outlining scope, responsibilities, deliverables, and legal protections, both accounting professionals
and clients can ensure a smooth process, minimize risks, and achieve the intended outcomes of the
due diligence exercise. Always customize your engagement letter template to fit specific
engagements and seek legal review to safeguard your interests.

FAQs
What should be included in an accounting due diligence engagement letter?

It should include scope, responsibilities, deliverables, timelines, fees, confidentiality clauses, legal
considerations, and termination conditions.

How do | customize an engagement letter sample for my firm?

Identify the specific services, client details, and transaction context, then tailor the language
accordingly while maintaining clarity and professionalism.
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Why is confidentiality important in an engagement letter?

Because financial and sensitive information is exchanged, confidentiality clauses protect both
parties from data breaches and misuse.

Can an engagement letter be amended after signing?

Yes, with mutual agreement, amendments can be made in writing to reflect changes in scope or
terms.

Is a sample engagement letter sufficient for all engagements?

While helpful, always customize and review the sample to suit the specific circumstances and legal
requirements of each engagement.

By following this guide and utilizing a well-structured accounting due diligence engagement letter
sample, professionals can enhance clarity, professionalism, and legal compliance in their financial
review engagements.

Accounting Due Diligence Engagement Letter Sample: A Comprehensive Guide

When navigating the complex world of financial investigations, mergers, acquisitions, or investment
decisions, an accurate and thorough accounting due diligence engagement letter serves as a
foundational document. It establishes the scope, responsibilities, and expectations between the
accountant or accounting firm and the client or stakeholder. This letter not only provides clarity but
also legally safeguards both parties, ensuring that everyone is aligned on deliverables, timelines,
and confidentiality protocols.

In this article, we will explore the significance of an accounting due diligence engagement letter,
provide a detailed sample, and discuss key components, best practices, and common pitfalls to
avoid. Whether you are a seasoned accountant or a business executive, understanding the nuances
of this document is essential for a smooth due diligence process.

Understanding the Role of an Accounting Due Diligence Engagement
Letter

An engagement letter is a formal written agreement that defines the scope of work, responsibilities,
and terms of engagement between the accountant and the client. Specifically, in the context of
accounting due diligence, it delineates the scope of financial investigation, data access, reporting
requirements, and legal considerations.
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Why is it important?

- Establishes clear expectations and scope of work

- Protects both parties legally and financially

- Clarifies deliverables, timelines, and fees

- Ensures confidentiality and data security

- Reduces misunderstandings and potential disputes

Key Components of an Accounting Due Diligence Engagement Letter

A well-structured engagement letter should cover several critical areas to ensure clarity and
thoroughness. Below are the essential sections:

1. Introduction and Parties Involved

This section identifies the client (e.g., acquiring company, investor) and the accounting firm or
individual responsible for the due diligence. It includes contact details and formal recognition of the
agreement.

2. Scope of Work

Defines precisely what the due diligence will cover. Typical scope elements include:

- Review of financial statements

- Analysis of accounting policies and practices

- Verification of assets and liabilities

- Assessment of revenue recognition and expense categorization
- Evaluation of internal controls

- Identification of potential financial risks or irregularities

Features:
- Clearly specified inclusions and exclusions
- Flexibility clauses for scope adjustments
3. Objectives of the Engagement

Outlines the purpose, such as assessing financial health, verifying valuation assumptions, or
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identifying risks associated with a potential acquisition.

4. Responsibilities of Parties

Details the responsibilities of both the accountant and the client:
- Client?s duty to provide complete and accurate information
- Accountant?s obligation to perform procedures professionally
- Use of third-party data sources, if applicable

5. Deliverables and Reporting

Specifies what reports or findings will be provided, format, and delivery timelines. It may include
draft reports, final summaries, or detailed findings.

6. Timeline and Fees

Defines the expected duration of the engagement, milestones, and fee structure?hourly rates, fixed
fee, or retainer.

7. Confidentiality and Data Security

Addresses how sensitive information will be protected, confidentiality obligations, and data handling
procedures.

8. Legal and Ethical Considerations
Mentions compliance with relevant accounting standards, laws, and ethical guidelines.
9. Termination Clause

Conditions under which either party can terminate the engagement, notice periods, and
post-termination obligations.

10. Dispute Resolution
Procedures for resolving disagreements, such as arbitration or legal action.

Sample Accounting Due Diligence Engagement Letter
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Below is a simplified sample to illustrate the typical structure and language used:
[Firm Name]
Accounting Due Diligence Engagement Letter
Date: [Insert Date]
Parties:
Client: [Client Name], [Address]
Accountant: [Firm Name], [Address]
Dear [Client Name],
This letter confirms our understanding regarding the scope and terms of the accounting due
diligence engagement to be performed by [Firm Name].
- Scope of Work
We will review the financial statements of [Target Company], analyze accounting policies, verify key
assets and liabilities, assess internal controls, and identify potential financial risks, as detailed in
Appendix A.
- Objectives
The primary goal is to provide an independent assessment of the financial position and identify any
material issues relevant to your intended transaction.
- Responsibilities
You agree to provide complete, accurate, and timely access to all requested information. We will

perform our procedures in accordance with applicable standards, exercising professional judgment
and due care.

- Deliverables
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A preliminary report will be provided by [date], with a final comprehensive report by [date].

- Fees and Payment Terms
Our fees are estimated at [amount], payable upon receipt of invoice. Additional work beyond the
scope will be billed separately.

- Confidentiality

All information obtained will be kept confidential and used solely for the purpose of this engagement.

- Termination
Either party may terminate this agreement with [notice period] notice. Upon termination, fees for
work completed will be payabile.
- Dispute Resolution
Any disputes will be resolved through binding arbitration in accordance with [rules].
Please sign below to acknowledge your agreement to the terms.
Sincerely,
[Name], [Title]
[Signature]
Agreed and Accepted by:
[Client Name]
[Signature]
[Date]

Best Practices in Drafting an Accounting Due Diligence Engagement
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Letter
To maximize clarity and minimize risks, consider the following best practices:
- Be Specific and Detailed: Clearly define scope and expectations to avoid ambiguity.
- Use Clear Language: Avoid jargon; ensure terms are understandable by all parties.
- Include Confidentiality Clauses: Protect sensitive data rigorously.
- Set Realistic Timelines: Align expectations with resource availability.
- Address Fee Structure Transparently: Clarify billing methods and potential additional charges.
- Outline Dispute Resolution Procedures: Preempt conflicts with agreed-upon mechanisms.
- Review and Update Regularly: Tailor the letter to the specific engagement and update as

necessary.

Common Pitfalls and How to Avoid Them

While drafting or reviewing an engagement letter, be aware of typical issues:

- Vague Scope Definitions: Leads to misunderstandings and scope creep.

Solution: Be explicit about what is and isn?t included.

- Unclear Deliverables or Deadlines: Can cause delays or unmet expectations.

Solution: Set precise timelines and formats.

- Insufficient Confidentiality Provisions: Risks data breaches.

Solution: Incorporate comprehensive confidentiality clauses.

- Ignoring Legal and Regulatory Requirements: May result in non-compliance.

Solution: Consult legal counsel to ensure adherence.

- Overlooking Termination and Dispute Clauses: Can complicate disengagement or conflict
resolution.
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Solution: Clearly specify termination procedures and dispute mechanisms.

Conclusion

An accounting due diligence engagement letter sample serves as a vital blueprint for a successful
financial investigation or assessment. It provides clarity, sets expectations, and mitigates potential
risks associated with the engagement. By carefully constructing this document, accounting
professionals and clients can foster a transparent, efficient, and legally sound process.

Remember, while templates and samples provide a useful starting point, tailoring the engagement
letter to fit specific circumstances and legal requirements is essential. Investing time and effort into
drafting a comprehensive, clear engagement letter will pay dividends through smoother
collaboration, reduced misunderstandings, and more accurate due diligence outcomes.

Whether you are preparing your first engagement letter or reviewing a draft, always ensure that it
aligns with your specific engagement parameters and legal standards. A well-crafted engagement
letter is not just a formality but a cornerstone of professional integrity and successful financial due
diligence.

QuestionAnswer What is an accounting due diligence engagement letter sample used for? An
accounting due diligence engagement letter sample serves as a template to outline the scope,
terms, and responsibilities of the accountant when performing due diligence for a client, ensuring
clarity and legal protection for both parties. What key elements should be included in an accounting
due diligence engagement letter sample? Key elements include the scope of work, objectives,
timeline, fees and billing arrangements, responsibilities of both parties, confidentiality clauses, and
terms for termination of the engagement. How can | customize an accounting due diligence
engagement letter sample for my firm? You can customize the sample by tailoring the scope of
services, adjusting fee structures, adding specific confidentiality or legal clauses, and aligning the
language to match your firm's policies and the particular client engagement. Where can | find a
reliable accounting due diligence engagement letter sample? Reliable samples can be found on
professional accounting organizations' websites, legal template platforms, or through consulting with
legal professionals specializing in professional services agreements. Why is it important to have a
well-drafted engagement letter for accounting due diligence? A well-drafted engagement letter
clarifies expectations, reduces misunderstandings, defines legal responsibilities, and provides a
clear framework for the engagement, thereby minimizing risks and ensuring smooth project
execution. Can an accounting due diligence engagement letter sample be used for different types of
transactions? While a basic template can be adapted for various transactions, it is important to
customize the scope and terms to suit specific types of transactions such as mergers, acquisitions,
or financial audits to ensure all relevant aspects are covered. What are the common pitfalls to avoid
when using an accounting due diligence engagement letter sample? Common pitfalls include using
a generic template without customization, omitting key scope details, failing to specify deliverables
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and deadlines, and neglecting confidentiality or legal considerations, which could lead to
misunderstandings or legal issues.
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