[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 and to your firm’s methodology, and have legal counsel review it where needed, especially any fee, liability, records or dispute wording. It is not legal advice and does not by itself show compliance with professional standards.]
[MM/DD/YYYY]
[Name]
[Client Name]
[Street Address]
[City, State ZIP]
Dear [Name]:
This letter confirms the terms on which [CPA Firm Name] will prepare the tax returns listed below for [Client Name / taxpayer name(s)] (“you”). Please read it carefully, and sign and return a copy so we can begin.
Returns and services
	Return or service
	Tax year / period
	Included? (Yes / No)

	Federal income tax return [Form 1040 / 1120 / 1120-S / 1065 / 990]
	[YYYY]
	

	State and local income or franchise tax returns: [states]
	[YYYY]
	

	Estimated tax payment calculations and vouchers
	[YYYY]
	

	Information returns (Forms 1099, W-2, 5471 / 5472, FBAR assistance, others): [list]
	[YYYY]
	

	Sales and use tax returns, payroll tax returns: [list]
	[period]
	

	Tax planning or advice, tax research: [describe]
	
	

	[Other service]
	
	



Other services, including bookkeeping, representation before a taxing authority, amended returns, voluntary disclosure and responses to notices, are not included. We will quote them separately and confirm them in writing.
Your responsibilities
1. The returns are your responsibility. You must provide complete and accurate information, and you should review the returns carefully before you sign them.
1. Provide all income, deduction, credit, asset, entity and foreign account information, with supporting documents, by [date]. We will rely on the information you give us without auditing it, but we may ask for more where information seems incomplete, inconsistent or incorrect. Treasury Circular 230 requires us to make reasonable inquiries in those cases.
1. Keep the records that support the items on the returns for the period tax law requires. Our review of your records is not a substitute for keeping them. Without records, an item may be disallowed.
1. Tell us about changes that affect the returns, including changes of address, marital status, dependents, entity ownership or tax elections.
1. Pay any tax due by the due date. We will tell you the amounts and due dates of any balance due and of the next year’s estimated payments, but paying them is your responsibility.
Our responsibilities and the limits of the work
We will prepare the returns from the information you provide, using our professional judgment to apply the tax law as it stands on the date we prepare them. Unless you ask for it and we agree in writing, we will not audit or independently verify your information. Where the law is unclear, we will tell you of the position we propose to take and any risk of penalty, and where the law allows more than one position we will discuss the options with you. Final decisions on positions to take are yours.
We follow the standards for tax return preparers in Circular 230 and the Internal Revenue Code, and the AICPA Statements on Standards for Tax Services. If we conclude that we cannot prepare a return without disclosure of a position, or if the return would not meet those standards, we may withdraw, and we will tell you why where we are allowed to.
Taxing authorities may examine returns for a number of years after filing. An examination or notice can result in additional tax, interest and penalties, which are your responsibility. This letter does not cover representation in an examination, appeal or collection matter. If you want our help, we will agree the terms in a separate letter. [State your policy on notices and responses.]
Filing, electronic filing and extensions
We will file [electronically, where permitted or required]. Before electronic filing we will ask you to review and sign the applicable authorization form (for example, Form 8879) after you have reviewed the return. We do not file a return until we have your signature or authorization. If we need more time to prepare a return, we will tell you, and we may file an extension request; an extension of time to file is not an extension of time to pay.
Privacy and consent to use of tax return information
Federal law (Internal Revenue Code section 7216) restricts what we may do with your tax return information. We will use and disclose it only to prepare and file your return, as the law allows, or as you consent in writing. Where the regulations require your consent, for example to use a service provider located outside the United States or to disclose your information to a third party for another purpose, we will first obtain your signed, written consent in the form the regulations require. Unless a consent states a different period, it lasts one year from the date you sign it. [Attach the consent forms that apply, in the form Treas. Reg. 301.7216-3 and current IRS guidance require. For Form 1040-series clients, a consent cannot be used to disclose a Social Security number to a preparer located outside the United States except through an adequate data protection safeguard the IRS has defined. Consider any state law.]
Penalties, fees and records
You are responsible for any penalties, interest and additional tax. We are responsible for our own penalties if we cause them. Our fee will be [$Amount / based on time and complexity, estimated at $Amount], with additional charges for work caused by incomplete records, late information, or notices. [Optional: payment terms and what happens if a fee is not paid.]
We will return your original records when the work is complete. We keep copies of returns and our working papers for [number] years, and may destroy them after that period. We recommend that you keep your own copy of your returns and supporting records indefinitely. We will not release a copy of your return, or our working papers, to anyone but you without your written consent unless law requires.
We appreciate the opportunity to work with you. If you have questions about this letter, please call us.
Sincerely,
[CPA Firm Name]
Acceptance
If these terms are acceptable, please sign below and return a copy to us. This letter remains in effect until it is terminated, amended or replaced.
	[CPA Firm Name]
	[Client Name] (taxpayer)

	Signature: ______________________
	Signature: ______________________

	Name: [Engagement Partner], CPA
	Name: [Name]

	Title: [Partner]
	Title: [Title]

	Date: [MM/DD/YYYY]
	Date: [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.
