Proforma Documents / Appendix 4
SUGGESTED REQUEST FOR POSITIVE CONFIRMATION OF RECEIVABLES BALANCE

This letter should be written to customers from the client on the client’s letter head.
The auditors must control the sending of letters and receipt of replies.

	



Reference: [            ]
[bookmark: _GoBack][Customers Name]
[Address]
[Date]

Dear Sirs

CONFIRMATION OF BALANCE

For audit purposes, please confirm, direct to our auditors, the amount owing by you to us as at [period-end date].

According to our records, this amounts to [amount], the analysis of which is shown on the attached statement.

Please confirm whether or not the amount owing is in agreement with your records by signing below and returning this letter direct to our auditors in the enclosed envelope.

If the amount shown is not in agreement with your records, please indicate the balance shown by your records and show details of the difference.  Remittances should not be sent to our auditors.

Your prompt attention to this request will be appreciated.

Yours faithfully



[Name of entity]

[image: https://encrypted-tbn1.gstatic.com/images?q=tbn:ANd9GcSPsTCq2as3dI3f5nm3tbwGvruy3em0ahnWjZWJ4Vrg28KwJkl8sw]………………………………………………………………………………

	Balance as at [period-end date]
	[amount]

	
I agree the balance set out above is in accordance with our records.

[Name of Customer]
[Reference Number]
	
Signed: _____________________

	
	
Title:     _____________________

	
	
Date:     _____________________
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