[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 IRS or state examinations, appeals, collection matters and notices. Check Circular 230 and your state rules on practice before taxing authorities.]
[MM/DD/YYYY]
[Client Name]
[Address]

Re: Representation before the [Internal Revenue Service / State Department of Revenue] for [tax type and period]
Dear [Client Contact]:
This letter confirms the terms on which [Firm Name] will represent you in the matter described below.
1. Scope of representation
	Item
	Entry

	Taxing authority and office
	[Agency, office, examiner or officer, case number]

	Tax type and periods
	[Form and period, for example Form 1040 for [year]]

	Notice or issue
	[Notice number and date, or summary of the issues]

	Stage covered
	[Notice response / examination / appeals / collection / penalty abatement request]

	Not included unless added in writing
	[Tax Court or other litigation / criminal matters / return preparation for other periods / state matters]



2. Authority to act
You will sign a power of attorney (Form 2848, or the state equivalent) naming [Firm Name] and the individuals listed in it. You may revoke it at any time in writing. We will not take a position, agree to an adjustment or sign an agreement for you without your approval. A power of attorney does not allow us to endorse refund checks.
3. Your responsibilities
1. Give us complete and accurate records, correspondence and prior returns promptly, and tell us of any contact from the taxing authority at once.
1. Do not send documents or answer questions from the agency yourself once we are engaged, unless we ask you to.
1. Pay any tax, interest and penalties that are agreed or finally determined, on time, even if we are still contesting other items.
1. Tell us of any facts that could affect the matter, including any prior or related examinations.
4. Our responsibilities and standards
We will represent your interests under the practice standards that apply to us, including Treasury Department Circular 230 where it applies. We will tell you where facts or law make a position hard to support, and what that means for the likely outcome. We cannot predict or guarantee the result of any examination, appeal or request for relief. If we find that a prior return contains an error or omission, we will tell you the consequences and the options. The decision on what to do is yours.
5. Confidentiality and privilege
We keep your information confidential. Communications with a federally authorized tax practitioner may be protected by the privilege in IRC §7525 only in noncriminal tax matters before the IRS or in federal court, and not for state matters, the preparation of a return or written communications that promote participation in a tax shelter. We will tell you if we think privilege matters in your case. Our workpapers and communications may be sought by a taxing authority in some circumstances, and we will let you know of any such request unless the law forbids it.
6. Fees and expenses
	Item
	Terms

	Basis of fees
	[Hourly rates by level / fixed fee of $[Amount] for the stage described]

	Retainer
	[$[Amount] due before work begins, applied to invoices / none]

	Expenses
	[Copying, travel, filing and similar costs at cost]

	Billing and payment
	[Monthly; due within [30] days; interest or suspension of work for non-payment as described]

	Contingent fees
	None. Our fees do not depend on the result.



7. Ending the engagement
Either of us may end the engagement in writing. You owe fees and expenses to the date of termination. When the matter ends we will send a closing letter. We will return your original records and keep our workpapers for [number] years in line with our retention policy, after which they may be destroyed.
8. Other terms
1. Communications may use email and secure portals. Tell us if you want a different method.
1. [Dispute resolution and limitation terms, if any, reviewed by counsel]
1. This letter is the whole agreement and may be changed only in writing signed by both of us.
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.
