[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 planning and consulting engagements, such as entity choice, a sale or a restructuring. It is not for return preparation, which has its own letter.]
[MM/DD/YYYY]
[Client Name]
[Address]

Re: Tax advisory services
Dear [Client Contact]:
Thank you for asking [Firm Name] to advise you on the matters below. This letter sets out what we will do, what we need from you and how we will bill.
1. Objectives and scope
	Item
	Entry

	Question or transaction
	[Describe the facts and the decision you are facing]

	Advice to be provided
	[For example comparison of entity structures, analysis of the tax effect of the transaction, state and local effects, written recommendation]

	Taxes covered
	[Federal income tax / state income tax / sales and use tax / payroll tax / estate and gift tax]

	Deliverable
	[Memo / call / presentation] by [MM/DD/YYYY]

	Not included
	[Return preparation / implementation and legal documents / valuation / representation before taxing authorities / accounting for the transaction]



2. Basis of the advice
1. We rely on the facts and documents you give us and will not audit or verify them. If a fact is wrong or changes, tell us, because our conclusions may change.
1. Our advice is based on law, regulations, rulings and cases in effect on the date of our advice. Tax law changes, and we are not obliged to update advice after delivery unless you ask us to in writing.
1. Where a position carries a risk of challenge we will say so and explain the level of support. The IRS or a state may disagree with any position, and we cannot guarantee a result.
1. Oral advice is a preliminary view only. The written deliverable is our advice.
3. Standards
We will give the advice with the care and skill expected of a tax professional, under the practice standards that bind us, including AICPA Statements on Standards for Tax Services and Treasury Department Circular 230 where they apply. These standards may require us to decline to advise on, or to disclose the risk of, a position that lacks sufficient support.
4. Your responsibilities
1. Give complete, accurate and timely information, and make decisions about what to do.
1. Involve your attorney for legal documents and legal advice. We are not giving legal advice.
1. Tell us before you take steps that depend on our advice, so we can review the final facts.
5. Use of our advice
The advice is for you only and for the purpose stated. Do not give it to anyone else or refer to us in a document to a third party without our written consent. We accept no duty to others.
6. Fees
	Item
	Terms

	Fees
	[Hourly rates by level / fixed fee of $[Amount] / estimate of $[Range] not to be exceeded without your approval]

	Expenses
	[At cost]

	Invoicing
	[Monthly / on delivery], due within [30] days

	Changes in scope
	We will agree additional work and fees in writing before starting it.



7. Confidentiality, records and termination
We keep your information confidential and may use secure third-party tools to handle it under written confidentiality terms. Either of us may end this engagement in writing. You owe fees for work to the date of termination. We keep workpapers for [number] years.
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.
