Busy Season Staffing and Capacity Checklist
Firm: [CPA Firm Name]    Season: [e.g. January to April, or September to October for extension season]    Prepared by: [Name]    Date: [MM/DD/YYYY]
Use 8 to 12 weeks before the season starts, and revisit every two weeks during it. Tax filing and extension dates move with the calendar and by entity type, so confirm the dates for the year (IRS publishes them). Overtime and exempt status questions depend on federal and state wage law; confirm with employment counsel.
1. Demand forecast
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	1.1. Engagements are listed by client with type, filing deadline, extension status, expected hours, and prior-year actual hours
	
	
	
	

	1.2. Engagements due in the first weeks of the season are separated from extendable ones; the firm decides which clients will be placed on extension and informs them early
	
	
	
	

	1.3. New clients, mergers, entity changes and expected scope changes since last season are added to the forecast
	
	
	
	

	1.4. Concentration risk is checked: partners, managers or specialists who sit on too many deadline-driven engagements
	
	
	
	

	1.5. Forecast hours are compared with last season’s overruns, and the realization history is used to adjust the budgets
	
	
	
	



2. Supply and capacity
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	2.1. Available hours by person are computed after leave, training, holidays and the standard hours target (for example, hours per week) the firm sets
	
	
	
	

	2.2. The firm lists any seasonal staff, contractors, offshore or outsourced support and part-time returners, with confirmed start and end dates
	
	
	
	

	2.3. Staff levels are matched to engagement complexity so that reviewers are not overloaded with unreviewed work late in the season
	
	
	
	

	2.4. The firm decides how many hours per week may be worked and for how long, with a stated cap that the firm will enforce
	
	
	
	

	2.5. The review queue is planned: manager and partner review time are scheduled and carved out of the calendar
	
	
	
	

	2.6. Specialists (technology, valuation, state and local tax, ASC 606 leads) are scheduled with their capacity
	
	
	
	



3. Quality, independence and confidentiality
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	3.1. Staff on audits and reviews have current independence confirmations; any new contractors sign confirmations before accessing files (AICPA Code, ET 1.200 series)
	
	
	
	

	3.2. Contractors and third-party providers sign confidentiality agreements and are covered by the firm’s notice to clients (ET 1.700.040)
	
	
	
	

	3.3. Contractors and new hires have software accounts, secure access and training before they start, and access is removed on the last day
	
	
	
	

	3.4. Each team member’s competence for assigned engagements is evaluated; staff with no experience in an industry are paired with someone who has it (SQMS No. 1)
	
	
	
	

	3.5. Engagement quality reviews and second-partner reviews that need to happen are scheduled and the reviewers are not on the team
	
	
	
	

	3.6. Firm policy for tax return review, e-file authorization and signature is communicated; no return is released before required review
	
	
	
	



4. Operations and communication
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	4.1. The client PBC lists are sent in time and tracked; the firm sets a date when work is paused for an outstanding client item
	
	
	
	

	4.2. Deadline calendar is shared, including extension filings, estimated tax payment reminders and client meetings
	
	
	
	

	4.3. Standard templates, checklists and workpaper shells are updated for new standards and forms before the season
	
	
	
	

	4.4. Staff know the escalation path for scope changes, client delays and independence or quality issues
	
	
	
	

	4.5. The firm checks in on well-being and workload with each team member at set intervals, and adjusts assignments rather than waiting for the end of season
	
	
	
	

	4.6. Billing cycle and cash collection plan for the season is set; invoices are sent on completion instead of after the season
	
	
	
	



5. Season end review
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	5.1. Actual hours versus budget by engagement are reviewed, with causes of overruns (client readiness, scope, rework)
	
	
	
	

	5.2. Clients who were late, difficult or unprofitable are flagged for pricing or continuance review
	
	
	
	

	5.3. Feedback from staff on workload, tools and training is collected and written into next season’s plan
	
	
	
	

	5.4. Open items and extension season work are scheduled for the weeks after the deadline
	
	
	
	



Conclusion and sign-off
Capacity plan approved. Gaps and the actions to close them (hiring, contractors, scope, extension): ______
Exceptions and follow-up items: ______________________________________________
	Role
	Name / initials
	Date (MM/DD/YYYY)

	Prepared by (operations or managing partner)
	
	

	Reviewed by (manager)
	
	

	Engagement partner or firm owner
	
	



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.
