Proforma Documents / Appendix 6.1
[bookmark: _GoBack]BANK AND OTHER FINANCIER CONFIRMATION REQUEST LETTER - ILLUSTRATION

This request should be used when making a request to Bank, or Other Financier, such as Debt Factors, Trade Financiers and overseas organisations.  Suggested wording an Authority to Disclose Letter from the client to the bank / other financier is included at Proforma Documents / Appendix 6.2.

	



[Name of Entity]
[Address]

[Date]

Dear Sirs

Please forward information on our mutual client(s) as detailed below on behalf of yourselves, your branches and subsidiaries.  This request and your response will not create any contractual or other duty with us.

The Authority to Disclose Information signed by your customer is [attached][already held by you].  Please advise us if this Authority is insufficient for you to provide full disclosure of the information requested.

COMPANIES / TRUSTS OR OTHER BUSINESS ENTITIES:
(attach a separate listing if necessary)

[Parent Entity]
[Subsidiary 1 Ltd]
[Subsidiary 2 Ltd]

Period end date:	[Insert date]	

AUDITOR CONTACT DETAILS:

[Name]
[Address]
[Contact number]
[Contact name]
[Email address]



REQUEST FOR INFORMATION

	1
	Account and Balance Details

	Give full titles of all accounts including loans, (in any currency) together with their account numbers and balances. For accounts closed during the 12 months up to the audit confirmation date give the account details and date of closure.

Note:  Also give details where your Customer’s name is joined with that of other parties and where the account is in a trade name.

	State if any account or balances are subject to any restriction(s) whatsoever. Indicate the nature and extent of the restriction e.g. garnishee order.


	2
	Facilities

Give the following details of all loans, overdrafts, and associated guarantees and indemnities:
	Term
	Repayment frequency and/or review date
	Details of period of availability of agreed finance i.e. finance remaining undrawn 
	Detail the facility limit


	3
	Trade Finance

Give the currencies and amounts of the following:

a) Letters of Credit

b) Acceptances

c) Bills discounted with recourse to the customer or any subsidiary or related party of the customer

d) Bonds, Guarantees, Indemnities or other undertakings given to you by the customer in favour of third parties (including separately any such items in favour of any subsidiary or related party of the customer). Give details of the parties in favour of whom guarantees or undertakings have been given, whether such guarantees or undertakings are written or oral and their nature.

e) Bonds, Guarantees, Indemnities or other undertakings given by you, on your customer’s behalf, stating whether there is recourse to your customer and/or to its parent or any other company within the group.

f) Other contingent liabilities not already detailed.

Note:  
For each item state the nature and extent of any facility limits and details of period of availability of agreed facility.


	4
	Derivatives and Commodity Trading

Give the currencies, amounts and maturity dates on a contract by contract basis of all outstanding derivative contracts including the following:

a) Foreign exchange contracts
b) Forward rate agreements
c) Financial futures
d) Interest rate swaps
e) Option contracts
f) Bullion contracts
g) Commodity contracts
h) Swap arrangements (near and far dates)
i) Other (indicate their nature)
Note:  
Indicate the nature and extent of any facility limits, detail period of availability of agreed facilities.


	5
	Securities

With reference to facilities in sections 2, 3 and 4 above give the following:

    Details of any security formally charged (date, ownership and type of charge).  State whether the security supports facilities granted by you to the customer or to another party.

Note:  
Give details if a security is limited in amount or to a specific borrowing or if to your knowledge there is prior, equal or subordinate charge.

   Where there are any arrangements for set-off balances of compensating balances e.g. back to back loans, give particulars (i.e. date, type of document and accounts covered) of any acknowledgement of set-off, whether given by specific letter of set-off or incorporated in some other document.


	6
	Custodian Arrangements

Give details of the nature and quality of any assets held but not charged.



Yours faithfully



[ABC Accountants]


ACKNOWLEDGEMENT OF AUDITOR REQUEST

PART A – This Part To Be Completed By The Auditor

This acknowledgement should be returned to:

	Name
	

	Position
	

	Firm
	

	Tel. No
	

	Fax. No
	
	

	E-mail*
	
	* If available









PART B – This Part To Be Completed By You

Thank you for your request for a confirmation letter for audit purposes in respect of:

	
	(Customer’s name)



The request was received on:

	
	(day/month/year)



Your request is being processed and the letter will be completed once we have gathered the information sought.  In the event of your needing to contact us, please address any enquiries to:

	Name
	

	Position
	

	Entity
	

	Tel. No
	

	Fax. No
	
	

	E-mail*
	
	* If available
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