[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 or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Use it when the firm assists with forming a business entity. Check your state rules on the unauthorized practice of law. Legal documents are the attorney’s work.]
[MM/DD/YYYY]
[Client Name]
[Address]

Re: Business formation and tax setup services
Dear [Client Contact]:
This letter sets out the services [Firm Name] will provide to help you set up [Entity Name].
1. Services
	Service
	Included (Yes / No)
	Notes

	Advise on entity choices and their tax effects
	
	Written summary delivered by [date]

	Prepare and file the state formation document
	
	State: [State]

	Obtain the federal employer identification number (Form SS-4)
	
	

	Prepare an S corporation election (Form 2553) or an entity classification election (Form 8832)
	
	Only if we advise it and you approve

	Register for state tax, payroll and sales tax accounts
	
	States: [List]

	Set up the accounting system and chart of accounts
	
	

	Calendar of the first-year tax and annual report deadlines
	
	

	Draft the operating agreement, bylaws or other legal documents
	No
	Provided by your attorney



2. Legal advice
We are not your attorney. We do not give legal advice, draft the operating agreement or bylaws, or advise on liability protection, securities law or licensing. You should have an attorney review those matters. We rely on the facts and decisions you give us.
3. Tax elections and deadlines
An S corporation election is made on Form 2553. IRS instructions require it to be filed no more than 2 months and 15 days after the beginning of the tax year the election is to take effect, and every shareholder must consent. An entity classification election on Form 8832 can take effect no more than 75 days before the filing date and no more than 12 months after it, according to the IRS instructions. If we advise an election, we will give you the date by which it must be filed, and it is your responsibility to give us the information and signatures in time. Late election relief is discretionary and has its own conditions.
4. Ownership reporting
We will tell you whether any federal ownership reporting applies to the entity when we form it, using the current FinCEN guidance. FinCEN’s rulemaking, begun with a March 2025 interim final rule, exempts companies formed in the United States and U.S. persons from beneficial ownership information reporting, and we will confirm the current rule at the time of formation.
5. Fees and expenses
	Item
	Terms

	Fixed fee for the services above
	$[Amount]

	State filing fees and registered agent
	Paid by you at cost, about $[Amount] for [State]

	Additional work
	$[Rate] per hour, agreed in writing first

	Billing
	[50%] on signing, the balance on delivery



If these terms are acceptable, please sign and return a copy of this letter. Our work begins when we receive it.
	
	Firm
	Client

	Name and title
	[Name], [Title]
	[Name], [Title]

	Signature
	______________________
	______________________

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



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.
