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This letter should be written to the legal adviser from the client on the client’s letter head.

	




[Name of Legal Adviser]
[Address]
[Date]
Dear Sirs

FINANCIAL STATEMENTS FOR THE [YEAR/PERIOD] ENDED [DATE]

In connection with the audit of our financial statements we would be grateful if you could please supply us with the following information.

1 Details of any deeds, leases, bonds, share certificates or other documents of title held by you on our behalf, and in our name as at [year end date].

2 Confirmation as to whether the documents of title included in 1 above are free from all charges and liens.

3 Details of deeds or other documents of title held by yourselves on our behalf by way of security for advances.  Can you also provide details of any such deeds or other documents of title surrendered during the period ended [date].

4 Confirmation of our assessment regarding the following litigation, law suits, hearings or negotiations in which we were engaged that may affect it or give rise to any contingent or actual liability as at [year end date].  If our assessment is incorrect, please could you provide an estimate of the likely outcome, and the financial impact on ourselves.

	Matter
	Our assessment
	Financial impact

	
	
	

	
	
	

	
	
	



5 Any instances of which you are aware of actual or potential non-compliance with the law and regulations which provide a legal framework within which we conduct our business and which are material to our ability to conduct our business.

6 Any other information which you believe is relevant, and could have a financial impact on ourselves, and should be taken into account during the preparation of our financial statements.

Please can you send a copy of your reply to our auditors, [name of firm] of [address of firm].

Yours faithfully



[Director]
For and on behalf of [client name]

When tailoring this letter, it is necessary to be aware of the following guidance, which has been issued in the United Kingdom, but is likely to be relevant in many jurisdictions worldwide:

“Occasionally solicitors do not reply directly to auditors' confirmation requests on the grounds that there is a risk that letters written by solicitors concerning the merits of litigation involving a client are discoverable or subject to production by way of subpoena and are not privileged from production. This risk exists whether solicitors write directly to auditors or copies of letters to clients are forwarded to auditors. Alternatively, the solicitors may send the response to the client's letter to the client without sending a copy to the auditor.

In the first situation, the auditor may meet with the solicitor to discuss the matters and to agree a file note which the auditor would consider as sufficient file evidence to support the treatment in the financial statements. In the second situation, the auditor should read and make notes of the relevant contents of the letter but generally will be expected not to photocopy it. The file note made in either of these circumstances would not be specific and may only indicate that evidence has been obtained and that the matter has been considered.”
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