[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 to respond to an IRS notice that proposes changes because income, payments or credits on the return do not match IRS records. Attach the signed response form that came with the notice, if there is one, and follow the notice’s own instructions.]
[MM/DD/YYYY]

[IRS office and address shown on the notice]

Taxpayer: [Name]
Taxpayer ID: [Last four digits only]
Notice: [CP2000 / other], dated [MM/DD/YYYY]
Tax year: [YYYY]
Notice reference: [Number]
To the Internal Revenue Service:
We represent the taxpayer named above under the power of attorney enclosed [Form 2848 dated MM/DD/YYYY]. We are responding to the notice by the date shown on it.
1. Our position
	Item on the notice
	Amount the IRS proposes
	Agree (Yes / Partly / No)
	Reason and support

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



2. Explanation
[For each item, explain in plain terms why the amount on the notice is correct or incorrect. For example: the amount is reported in full on Schedule D, line [number]; the payer reported a gross amount that includes [explain]; the income belongs to another person whose name and number the payer used; the item was reported on the return under another line.]
[If the taxpayer agrees in part, state the amount agreed, and say whether Form 1040-X is enclosed with “CP2000” written at the top, as the IRS instructs where other items must be reported.]
3. Enclosures
1. Copy of the notice
1. Signed response form from the notice, marked to show agree or disagree
1. Form 2848 power of attorney
1. Supporting documents: [list, for example brokerage statements, closing statement, Form 1099 corrections, basis records]
1. Form 14039 identity theft affidavit, if the income was reported using the taxpayer’s name and number by another person
1. Payment, if any is agreed: [amount and method]
4. Request
We ask that the IRS accept this response, adjust or close the proposal as stated, and send us written confirmation. Please call or write to us at the address above if you need more information.
Sincerely,

[Name], [Title]
[Firm Name]
[Phone] · [Email]
Internal use, delete before sending: Confirm the response date on the notice and send by a method that gives proof of delivery, or use the upload method the notice offers. Keep a copy of the full package in the client file.
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.
