New Client Intake and Conflict Check
	Client: [Client Name]
	Period end: [MM/DD/YYYY]

	Prepared by: [Initials] Date: [MM/DD/YYYY]
	Reviewed by: [Initials] Date: [MM/DD/YYYY]

	W/P reference: [Ref]
	Engagement: [Audit / Review / Compilation]



[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. Complete it before the client acceptance checklist. It collects the facts needed for the conflict, independence, identity and scope review.]
1. Prospective client
	Item
	Entry

	Legal name and any other names used
	[Name]

	Entity type and state of formation
	[Type, state]

	Taxpayer ID (last four digits only on this form)
	[XXXX]

	Address and primary contact
	[Details]

	Owners of 10% or more and key officers
	[Names and percentages]

	Related entities, parents and subsidiaries
	[Names]

	Industry and size (revenue, employees)
	[Details]

	Referral source
	[Name]



2. Services requested
	Service
	Requested
	Period
	Attest service? (Yes / No)

	Audit / review / compilation / AUP
	[ ]
	[Period]
	

	Tax compliance
	[ ]
	[Period]
	

	Tax advisory
	[ ]
	[Period]
	

	Accounting and advisory
	[ ]
	[Period]
	

	Other
	[ ]
	[Period]
	



3. Conflict check
	Party checked
	Search of firm records done by and date
	Result
	Action

	Prospective client and its owners
	[Name · MM/DD/YYYY]
	[None / match]
	

	Related entities and guarantors
	
	
	

	Opposing parties in any dispute or transaction
	
	
	

	Current or former clients with adverse interests
	
	
	

	Firm owners, staff and their close relatives with a financial interest
	
	
	



Where a conflict is found, the firm decides whether the interests can be managed. Where informed written consent is the answer, record who gave it and when. Under Treasury Department Circular 230 §10.29 a practitioner may not represent a client when interests conflict unless the practitioner reasonably believes the work can be done competently and diligently, it is not prohibited by law, and each affected client gives informed written consent.
4. Independence and ethics screen (attest services only)
	Question
	Answer
	Follow-up

	Does the firm, an owner or a person on the team have a financial interest in the prospective client?
	[Yes / No]
	

	Has the firm provided nonattest services the client management must oversee?
	[Yes / No]
	

	Does a close relative hold a key position at the client?
	[Yes / No]
	

	Is any fee past due from a prior period?
	[Yes / No]
	

	Is there any threat that needs evaluation (use the threats worksheet)?
	[Yes / No]
	



5. Identity and risk
	Item
	Done (Yes / No)
	By / date

	Identity of the client and its owners confirmed from documents
	
	

	Reputation and integrity inquiries made (public sources, prior advisers, bankers)
	
	

	Prior accountant contacted, with the client’s permission
	
	

	Litigation, regulatory or tax disputes discussed
	
	

	Source and reliability of financial records understood
	
	



6. Decision
	Item
	Entry

	Recommendation
	[Accept / accept with conditions / decline]

	Conditions
	[Text]

	Approved by (partner)
	[Name] · [MM/DD/YYYY]

	Next step
	[Complete acceptance and continuance checklist; send engagement letter]



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.
