[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 for a limited engagement to answer one or more IRS or state notices. For examinations, appeals or collection, use the tax controversy representation letter. Check Circular 230 sections 10.27 and 10.29.]
[MM/DD/YYYY]
[Client Name]
[Address]

Re: Response to [IRS / State] notice
Dear [Client Contact]:
You asked us to help you respond to the notice described below. This letter sets out what we will and will not do.
1. The notice and the work
	Item
	Entry

	Agency and notice number
	[Agency, notice number]

	Date on the notice and response date shown on it
	[MM/DD/YYYY] and [MM/DD/YYYY]

	Tax type and period
	[Form and period]

	What the notice says
	[Summary of proposed change or amount due]

	What we will do
	Review the notice, compare it with the return and your records, advise you, and prepare and send a response, or help you pay

	What we will not do
	Represent you in an examination, appeal or collection, unless we agree in writing. Amend a return unless we agree to it in writing.



2. Authority
We cannot speak to the agency on your behalf without a signed power of attorney. We will prepare it for your signature. You remain responsible for the response.
3. Your responsibilities
1. Give us a complete copy of the notice and envelope the day you receive it. The date on the notice sets the response date.
1. Give us the records we ask for within [number] days. We need time to respond before the date on the notice.
1. Tell us the whole truth about the facts. If we see that the information is wrong, inconsistent or incomplete, we must ask questions and may have to decline.
1. Pay any amount you agree is owed. Interest and penalties may continue while a notice is open.
4. Limits
We cannot promise the agency will accept the response or reduce the amount. Our fee does not depend on the result. A practitioner’s ability to take a contingent fee in IRS matters is limited by Treasury Circular 230, so we do not offer one here.
5. Fees
	Item
	Terms

	Fee for the work above
	$[Amount] fixed, or $[Rate] per hour with an estimate of $[Amount]

	Additional notices or work
	A new letter or an addendum, with a new fee

	Billing
	[50%] on signing and the balance on sending the response



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.
