[CPA Firm Name]
Certified Public Accountants
[Street Address] · [City, State ZIP] · [Phone] · [Email]
[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement and your firm’s methodology, and have legal counsel review it where needed, especially any fee, liability, dispute or records wording. It is not legal advice and does not by itself show compliance with professional standards.]
[Drafting note: This letter covers monthly accounting support and tax return preparation in one document. It does not cover financial statements issued to third parties. If the firm will prepare financial statements, compile, review or audit, use the engagement letter for that service in addition to this one. Check the services list against the firm’s independence position for any attest client.]
[MM/DD/YYYY]
[Name], [Title]
[Client Name]
[Street Address]
[City, State ZIP]
Dear [Name]:
Thank you for choosing [CPA Firm Name]. This letter sets out the accounting and tax services we will provide to [Client Name] (“you”), who is responsible for what, and how we will work together. Please read it, and if it is acceptable, sign and return a copy.
Part A. Bookkeeping and accounting services
We will provide the following services [monthly / quarterly] for the period beginning [MM/DD/YYYY]:
1. [Record transactions from bank, card and other statements in [accounting software]]
1. [Reconcile bank and credit card accounts]
1. [Process accounts payable / accounts receivable / payroll journal entries]
1. [Prepare month-end adjusting entries for [accruals, depreciation, prepaids]]
1. [Prepare internal management reports: [balance sheet, income statement, aging reports]]
Management reports we prepare are for your internal use. We are not auditing, reviewing or compiling them, and we express no assurance on them. If you want financial statements for a bank, investor, or other outside party, we will agree that service and the applicable standard separately, in writing, before we start.
Your responsibilities: provide complete and timely source documents (bank and card statements, invoices, receipts, payroll reports) by the [number] of each month; approve and make payments; keep your own control over cash, including who can sign checks and approve transfers; review the reports we deliver and tell us about errors; and keep your accounting records and software access current.
Part B. Tax services
We will prepare the following returns for the tax year ended [MM/DD/YYYY]:
1. [Form 1040 and state returns]
1. [Form 1065 / 1120-S / 1120 and state returns]
1. [Estimated tax vouchers: [number] payments]
1. [Other: sales tax, payroll tax, information returns — list or delete]
We will use the information you give us and will not audit or verify it. Federal rules require us to use due diligence in preparing returns and to make reasonable inquiries if information appears incorrect, inconsistent or incomplete. We may ask for more documents or explanations. Whatever you decide on a position, you remain responsible for the return you sign, including its accuracy and completeness.
Where the tax law is unclear, we will tell you the relevant positions and the level of support each has, and you decide which to take. Our fee does not depend on the result of a tax position.
Filing: we will [e-file / provide paper returns]. We will not file until you have reviewed the return and signed the authorization we send (for e-filed returns, the e-file authorization form). The filing deadline for your returns is [MM/DD/YYYY] unless extended. To file on time, we need your complete information by [MM/DD/YYYY]. If it arrives later, we may file an extension. An extension of time to file does not extend the time to pay, so we may ask you to send an estimated payment by the original due date.
Notices and examinations: this engagement does not include representing you before a taxing authority. If you receive a notice, send it to us promptly; we will quote a separate fee for responding or representing you, with a separate agreement.
Fees and billing
	Service
	Fee basis
	Amount

	Bookkeeping and accounting
	[Fixed monthly / hourly]
	[$Amount per month]

	Tax return preparation
	[Fixed per return / hourly]
	[$Amount]

	Extra work outside the scope
	Standard hourly rates
	[Partner $Rate, Manager $Rate, Staff $Rate]



Invoices are due [within 30 days]. If an invoice goes unpaid, we may pause work, and we will give you notice first. We will give back the records you need to meet your federal tax obligations if you ask, even if a fee is unpaid, to the extent federal rules require.
Optional consent to use or disclose tax return information
[Delete this section if not used. Under federal law and Treasury regulations, a tax return preparer generally needs your signed and dated written consent before using or disclosing your tax return information for a purpose other than preparing the return, with limited exceptions. The consent must name us and you, describe the information and the purpose, and name the recipients where it covers disclosure. You are not required to give it, and we will not make our services depend on it. If you consent, we will give you a copy. If the consent states no duration, it lasts one year from signing.]
Consent: I allow [CPA Firm Name] to [use / disclose] [description of information] for [purpose] [to [recipient]] for [duration].
Signature: ______________________  Date: [MM/DD/YYYY]
Records, confidentiality and electronic communication
We keep your information confidential and use secure methods to receive and send it, including [client portal]. You agree to send sensitive information, such as Social Security numbers and bank account details, only through the portal and not by ordinary email. We keep our working papers and the copies of returns we prepare under our retention policy, currently [number] years. Please keep your own original records for as long as the law and your business require.
Ending the engagement
This letter applies to [the period beginning MM/DD/YYYY] and renews each [year] unless either of us ends it in writing. We will send a new letter if the scope or fees change. When the engagement ends, we will tell you in writing which services we will no longer provide and the filing dates that remain your responsibility.
Acceptance
If these terms are acceptable, please sign below and return a copy to us. This letter stays in effect until it is ended, amended or replaced in writing.
	[CPA Firm Name]
	[Client Name]

	Signature: ______________________
	Signature: ______________________

	Name: [Engagement Partner], CPA
	Name: [Authorized Signer]

	Title: [Partner]
	Title: [Title]

	Date: [MM/DD/YYYY]
	Date: [MM/DD/YYYY]



Sincerely,
[Engagement Partner], CPA
[CPA Firm Name]
[Phone] · [Email]
Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
