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Tax returns need client binders
Now the agent builds it
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Every return starts as a stack of separate files. Before
anyone reviews the work, someone on the team turns
that stack into a client binder.

A client binder is one PDF of the client’s source documents in the order
your firm uses, with a cover page, a table of contents, and a bookmark for
every section. In Instead, the agent builds it from the files in the client’s

Tax docs folder.

This paper explains what the agent does, shows a finished binder in the

product, and covers what your team still checks.

For tax firms that build a binder for every return
What it does splits, combines, and bookmarks multiple PDFs

Where it lives the client’s Tax docs folder, ready to download
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What a client
binder is

02

What the work
looks like by hand

Custom Binders

The binder is how a reviewer moves through areturn. It
holds the source documents in a fixed order, each one
easy to find.

Every firm has its own order, and it stays the same from client to client.
One firm opens with the engagement letter, then the P&L and the
balance sheet, then payroll. The order is the firm’s standard, so a

reviewer always knows where to look.

The binder is also the record of the work. It is what the team opens when

a question comes back about the return.

Documents arrive as separate files. Two W-2s, a few 1099s, a K-1, last

year’s return, and a scan with three receipts in it.

Someone splits the scan, renames each file by what it is, puts the files in
the firm’s order, and combines them. Then they add a cover page and a
table of contents and bookmark each section so the reviewer can jump
toit.

None of that is tax work. It is page
handling, and it happens again on the next
return.



03 Tell the agent how your firm wants the binder, in plain words. It takes

multiple PDFs apart and puts them back together in your order.
How the agent

H H 01 Splits out documents scanned together, each named by what it is
builds it P & 4
02 Combinesthe client’s files into one PDF, in the order you give it
03 Adds acover page, a table of contents with page numbers, and a
bookmark for every section
04 Saves the binder to the client’s Tax docs folder, ready to download

Figure 1 A finished 10-page client binder in the Instead viewer, open on a 1099-B with its bookmarks
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Writing your
binder standard

Custom Binders

The instruction is your firm’s binder standard, written
the way you would brief a new staff member.

You type it in the client’s thread. Name the folder the documents are in,
the order you want, the front pages, and the file name. A binder
instruction usually sets out:

e A cover page with the client’s name and the tax year

e Atable of contents

e Each source document in the order your firm uses

e Abookmark on every document

e The folder and the file name to save it under

Save it as a workflow

A workflow is a saved set of instructions the agent can follow. Once the

binder looks right, ask the agent to save the instructions as a workflow.

Check the binder

Before anyone relies on the binder, check the order, the cover page, and
the page numbers, and open each bookmark. The table of contents lists
page numbers, and its entries are not links. The bookmarks are what
jump to each document.

Add reviewer marks as their own step

Tick marks and notes are drawn onto the page, not added as editable
comments. They land cleanly when you ask for them as their own step,
after the binder is built. Check where each mark sits.
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Your firm’s order, not a template’s

What you get

The agent builds the binder in the order your instruction gives, with the
cover page and file name you ask for.

A binder reviewers can move through

A cover page, a table of contents with page numbers, and a bookmark for
every section that still works after you download it.

Your team reviews the documents rather than sorting them

The agent does the splitting, combining, and bookmarking. Your team
checks the result.

WHY THE BINDER MATTERS

“Generally, you must keep your records
that support an item of income, deduction
or credit shown on your tax return until
the period of limitations for that tax
return runs out.”

IRS, How long should | keep records?

Custom Binders 6
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Custom Binders
Now available in Instead

Tax returns need client binders. Now the agent builds it, in the
order your firm uses, with a cover page, a table of contents, and a
bookmark for every section.

BUILD YOUR FIRST BINDER

01 Upload the client’s documents to Tax docs
02 Tell the agent the order your firm uses

03 Check the binder, then download one PDF

See it on your own clients’ documents

Start your trial at instead.com
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