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215 B – Sample Letter to Those Charged with Governance
Auditor letterhead

Date

[Address to board or commission responsible for the federal entity, an audit committee, secretary of a cabinet-level department, senior executives and financial managers, or congressional committees in their role as those charged with governance.]

Dear _____________:

This letter is to inform you that we will soon begin (or have recently begun) our audit of the fiscal year 20xx financial statements of the [name of federal entity].  We [held or will hold] an entrance conference with officials of the [entity] on [date].  

[If mandated:] We are responsible for conducting audits of the financial statements of the [federal entity] in accordance with [cite legal or contract authority]. [If requested:] As requested in your letter of [date] [or as discussed with your staff] we will conduct an audit of financial statements of the [federal entity]. [If auditor’s statutory authority:] Under our audit authority [cite legal or contract authority], we will conduct an audit of financial statements of the [federal entity]. We plan to issue our report by [date]. 

A copy of our [date] audit engagement letter to the [entity or IG] is attached.
 This letter explains the nature of the engagement, our responsibilities as auditors, and the responsibilities of [entity] management. 

We will provide periodic status reports on our work upon your request. We will also notify you when we will provide a draft report to the [entity] for comment and can provide a copy to you for informational purposes upon your request.  Should this letter and the attached engagement letter not represent your understanding of the nature of this engagement, or should you have any questions, please contact me at [phone number] or by e-mail at [address], or [second auditor contact and title], at [phone number] or by e-mail at [address].

Sincerely yours,

[Auditor name and title]

Enclosure 
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