Client Folder Checklist

· A routing sheet and or checklist
· Notes pertaining to the client’s situation as well as your scope of work
· An engagement letter – (Pay attention to detail)
· A power of attorney for the IRS and/or State 
· A section for correspondence to/from client
· A section for correspondence to/from government
· A section for notices pertaining to tax issues


You will notice that the first item on the list is a routing sheet. This is a valuable tool even for the most seasoned professional. If you have one client, it is easy to keep track of the status of your case. If, on the other hand you have several clients, this is an easy way to pick up a client file at any given time and know exactly where you are in the case.

Some people prefer to keep this information in paper form and others electronically.  Our recommendation is that you do both.  Often a paper file is easier to work with, but electronic files are easier to share with others in the office.  By doing both, you have the best of both worlds. In table 3.2 below, you will see a sample tax resolution routing slip.

Be sure to color code your client files! This makes it considerably easier to find files quickly and efficiently. You will also never have problems losing files or digging through hundreds of files to find the one you are looking for. 

Red = Qualified prospect
· You have had a successful consultation with this prospect and they are qualified
· You have provided them with your Engagement Letter and documentation for recurring payments (All unsigned)

Yellow = Documents signed, waiting on deposit/retainer 
· All documents have been signed
· Waiting on initial deposit to be paid to you

Green = Client paid, ready to work on case
· Signed Engagement Letter, POA, and 8821
· You have received your payment
· Signed documents regarding recurring monthly payments

Sections to Divide/Tab 

Left side:
1) POA’s/ 8821’s
2) Agreement

Right side:
3) Transcripts
4) Correspondence
5) IRS/State notices
6) Tax Returns
7) State (Resolution)
8) 433-A (Financials)

1) POA Tab
· 8821’s
· 2848’s
· [bookmark: _GoBack]State Equivalents

2) Agreement Tab
· Engagement Agreement/Service Agreement/Retainer
· Intake form/Lead source
· Copy of initial deposit (Check or credit card)
· Copy of documentation for recurring payments
· 433-A sheet

3) Transcript Tab
· Summary compliance check
· Record of account
· Wage and income data/transcripts

4) Correspondence Tab
· IRS/State correspondence

5) Notices Tab
· IRS notices 

6) 433-A Tab
· 433-A, 433-B, 656
· Supporting documents from client

7) Tax Returns Tab
· Copies of last 3 years filed if available
· Copies of returns you do for client
· Signed income tax guide and organizer

8) State Tab
· State documentation and correspondence

