[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 recurring sales and use tax return filing. Nexus studies and voluntary disclosures are separate engagements.]
[MM/DD/YYYY]
[Client Name]
[Address]

Re: Sales and use tax compliance services
Dear [Client Contact]:
This letter sets out the sales and use tax services [Firm Name] will provide to you.
1. Scope
	Jurisdiction
	Registration number
	Filing frequency
	Included (Yes / No)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Service
	Included (Yes / No)
	Notes

	Prepare and file the sales and use tax returns listed above
	
	

	Reconcile the sales tax collected in your system to your general ledger each period
	
	

	Review customer exemption and resale certificates on file
	
	Sample only, not a legal opinion

	Respond to routine agency notices
	
	

	Nexus review, registration and voluntary disclosure
	
	Separate engagement

	Representation in an audit
	
	Separate engagement



2. Your responsibilities
1. Give us sales reports by [day] after each period, with taxable, exempt and nontaxable sales and tax collected by jurisdiction.
1. Keep valid exemption and resale certificates and make them available to us and to the agency.
1. Tell us when you begin selling in a new state, start a new product or service line, or open a location.
1. Fund the tax payment by [number] business days before the due date.
1. Tell us immediately of any agency notice.
3. Basis and limits
We will rely on the sales data and tax rates your system produces, unless we find a clear error. We do not audit your data. We will not determine whether you have a filing obligation in a state unless a nexus review is in scope. A return filed late because of late information is your responsibility, including penalty and interest.
4. Fees and term
	Item
	Terms

	Fee per return
	$[Amount] per jurisdiction per period

	Setup and registration
	$[Amount]

	Notices and additional work
	$[Rate] per hour

	Term
	Starts [MM/DD/YYYY] and continues until either party gives [30] days’ written notice



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.
