Accounting Client Intake Form
A 25-field intake form for new accounting clients, organized into five sections. Edit this template to match your firm's service mix: add your logo, drop fields you don't need, add fields you do.
Section 1: Business Identity
The five fields that establish the operational identity of the business.
	01
	Legal entity name
As filed with the state. Not the DBA.
	 

	02
	DBA or trade name
If different from legal name.
	 

	03
	EIN
Federal tax ID.
	 

	04
	Entity type
LLC, S corp, C corp, partnership, sole prop, nonprofit.
	 

	05
	State of formation & fiscal year end
Drives secondary filings and close cadence.
	 



Section 2: Contacts & Communications
Day-to-day points of contact and authorized signers.
	06
	Primary contact (name, title, email)
Day-to-day point of contact.
	 

	07
	Authorized signer for tax filings
May or may not be the primary contact.
	 

	08
	Best phone & preferred contact method
Phone, email, or text.
	 

	09
	Mailing address
If different from business address.
	 



Section 3: Historical Context
What's already in place. The single most useful section for a smooth handoff.
	10
	Prior accountant or bookkeeper
Firm name, contact, dates of service.
	 

	11
	Prior tax preparer
If different from the bookkeeper.
	 

	12
	Date of most recent monthly close
Tells you the catch-up scope.
	 

	13
	Most recent tax return filed (federal & state)
Date and form type.
	 

	14
	Open IRS or state tax notices
Any active issues to surface on day one.
	 





Section 4: Software, Access & Operations
Technical setup and operational scope.
	15
	Current accounting software & version
QuickBooks Online, Xero, Wave, NetSuite, etc.
	 

	16
	Accounting software access
Login or accountant-level permissions to be granted.
	 

	17
	Current payroll provider
Gusto, ADP, Paychex, Rippling, in-house, none.
	 

	18
	Bank & credit card accounts
Institution names and count. Not account numbers.
	 

	19
	Number of employees & contractors
Drives payroll workload and 1099 scope.
	 

	20
	Sales tax obligations
States where the business collects and files.
	 



Section 5: Engagement Scope
What the client is hiring the firm to do.
	21
	Services requested
Bookkeeping, tax prep, full-service, payroll, sales tax, projects.
	 

	22
	Expected start date for live bookkeeping
When monthly bookkeeping begins under the new firm.
	 

	23
	Catch-up scope
How far back the books should be brought current.
	 

	24
	Specific deadlines
Tax returns, audit responses, financing, sale of business.
	 

	25
	Anything else the firm should know
Free text. Catches what doesn't fit elsewhere.
	 



This template is a starting point. Adapt it to your firm's specific service mix and engagement model.
