[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: A proposal is not the engagement letter. If the work is an audit, review, compilation, preparation or attest engagement, evaluate acceptance and independence first, then issue the engagement letter for the specific standard. State in the proposal that a signed engagement letter follows.]
[MM/DD/YYYY]
[Name], [Title]
[Client Name]
[Street Address]
[City, State ZIP]
Re: Proposal for [description of services] for [Client Name], [period or fiscal year end]
Dear [Name]:
Thank you for the chance to propose on [description of services]. This letter sets out what we understand you need, what we will do, who will do it, when it will be delivered and what it will cost. It is a proposal only. The work begins once we both sign an engagement letter that sets the final terms.
What we understand
[Two to four sentences describing the client, the reason for the engagement, the year or period, the framework (for example U.S. GAAP, tax basis), the deadline driver (lender, board, grantor, tax filing) and anything unusual: a new system, an acquisition, a change in ownership, a prior-year issue.]
Scope of services
	Service
	What is included
	Deliverable

	[Service 1]
	[Included work, entities, locations, periods]
	[Report, return, schedule or memo]

	[Service 2]
	[Included work]
	[Deliverable]

	[Service 3]
	[Included work]
	[Deliverable]



Not included: [list what is out of scope, for example sales tax filings, payroll tax filings, valuation, litigation support, implementation of recommended changes, any attest service not listed above]. If you want any of these, we will propose them separately.
Team and timeline
	Role
	Name
	Responsibility

	Engagement partner
	[Name], CPA
	[Overall responsibility, sign-off]

	Manager
	[Name]
	[Day-to-day lead, review]

	Senior / staff
	[Names or titles]
	[Fieldwork, preparation]



	Milestone
	Target date
	What we need from you

	Kickoff call
	[MM/DD/YYYY]
	[Contact list, access to records]

	Information requested delivered
	[MM/DD/YYYY]
	[Request list items]

	Fieldwork or preparation
	[MM/DD/YYYY to MM/DD/YYYY]
	[Staff availability, questions answered within [number] business days]

	Draft deliverable
	[MM/DD/YYYY]
	[Your review comments within [number] business days]

	Final deliverable
	[MM/DD/YYYY]
	[Signed representation or authorization where required]



These dates hold if the information arrives complete and on time. If it does not, the dates move, and we will tell you what the new dates are and whether the fee is affected.
Fees
	Service
	Basis
	Fee

	[Service 1]
	[Fixed fee / hourly with a cap / estimate range]
	[$Amount]

	[Service 2]
	[Basis]
	[$Amount]

	Out-of-pocket costs
	[At cost / capped at $Amount]
	[$Amount or as incurred]

	Total estimate
	
	[$Amount]



The fee assumes [assumptions: records ready at the start, the same accounting system and staff as last year, no more than [number] entities, no unusual transactions, [number] hours of client preparation]. If the facts differ, we will discuss a revised fee with you before doing the extra work. Time beyond the scope is billed at [standard hourly rates by level: Partner $Rate, Manager $Rate, Senior $Rate, Staff $Rate].
Billing: [deposit of $Amount on signing, then monthly / on milestones / on delivery]. Invoices are due [on receipt / within 30 days].
Our fees are not contingent on the result of any tax position or on the outcome of the work, except in the limited circumstances that Treasury Department Circular 230 and the AICPA Code of Professional Conduct allow. [Delete or adapt if inapplicable.]
How this proposal changes
1. This proposal is valid for [number] days from the date above. After that, the scope, team and fee may need to be updated.
1. Accepting the proposal does not create an engagement. The engagement begins on a signed engagement letter, after our client acceptance procedures, including an independence evaluation where the work is an attest service, are complete.
1. We can decline or withdraw if those procedures show we cannot serve you under professional standards.
Next steps
If this fits what you need, sign below and we will send the engagement letter and the information request. If you want to change the scope, the timing or the team, call me and we will adjust it.
Acceptance of proposal
	[CPA Firm Name]
	[Client Name]

	Signature: ______________________
	Signature: ______________________

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

	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.
