instead WHITE PAPER

Instead remembers
every client

October 2026 instead.com

& Memory

2 User (D Entity Firm

Entity memory
Context that Instead learns from conversations for this entity. All users with access to this entity can see this (in1}
context. Instead uses it to provide more relevant answers when working on this client.

Enable memory ()

Allow Instead to learn from conversations and use this context to provide better answers.

Saoirse Vantongeren is the main contact and prefers a short email summary with action
items at the top, rather than phone calls.

The Vantongerens sold their Portland, Maine rental condo on March 18, 2026. Expect
capital gain and depreciation recapture on their 2026 return, plus a Maine nonresident
return.

On August 12, 2026, Saoirse asked about raising estimated tax payments after the sale. The
Q3 estimated payment was increased, and Saoirse wants the final Q4 figure by email by
December 4,2026.

The 2026 tax plan memo was delivered on September 22, 2026, covering the Maine
property sale, estimated payments, and a Roth IRA conversion review.

Their 2025 Form 1040 and Massachusetts and Maine state returns were delivered on April
2,2026, and e-filed on April 8,2026

They are conservative on tax positions and want no aggressive positions. They chose to
defer the Roth conversion to 2027 because 2026 is the sale year.

Leopold requests a copy of every email regarding estimated tax payments.
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Tell it once, and every chat about that client starts with

it.

This paper shows how memory works in Instead at the firm, user and

client level, what is worth keeping for each client, and one worked

example on ademo client. It is written for firm owners, tax partners and

the reviewers who sign off on the work.
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Summary

Instead remembers every client

Instead remembers every client.

You know things about each client that no form will tell you. How they
like to hear from you. The rental they sold in March. The question they
asked in August. The plan memo you sent. When the return went out.

How much risk they will take.

Instead keeps that in client memory. Every chat about that client starts
with it. Memory also holds your firm’s procedures and your own

preferences.

You canread it any time, correct one line, or tell Instead what to

remember or forget. You can pause it or reset it.

THE WORKED EXAMPLE

The ask “Draft a reply to Saoirse on their Q4 estimate.”

The result It put the action item up top, as she prefers. It
planned around the March sale and the Q3 raise,
and kept it conservative. With no 2026 numbers
on file, it left the amounts as placeholders and said
so.

Every draft from the agent is for your professional review.
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Three kinds of
memory

Instead remembers every client

Memory for your firm, for you and for each client.

Firm memory “Context that Instead learns from conversations
across your firm. All firm members have access to
this context. Instead uses it to follow your firm'’s
standards, preferences, and workflows.”

User memory Memory for you. It holds your own preferences.

Client memory Called Entity memory in the app. “All users with
access to this entity can see this context. Instead
uses it to provide more relevant answers when
working on this client.”

Each memory is one document you can read, with its own Enable
memory switch. Every conversation loads the memory that applies. A
chat about a client starts with firm memory, your memory and that
client’s memory.

Client memory is under the client menu, then Entity settings, then Entity
memory, then Manage. Firm memory and User memory sit in firm
settings.



02 Your firm’s way, too.

Figure 1 Firm memory. The Memory dialog on the Firm tab, with the firm’'s 1040 workpaper procedures.

@® Memory

& User (D Entity Firm

Firm memory
Context that Instead learns from conversations across your firm. All firm members have access to this
context. Instead uses it to follow your ,and

Enable memory
Allow Instead to learn from conversations and use this context to provide better answers.

1040 Workpaper Master Instructions (Firm-wide procedures)

Critical firm rules: complete phases in order (1->2->3->4); do not pass STOP gates until all items
checked; always use PDF images/screenshots (never rely on text conversion); every input cell
must have a source document reference; remove unused tabs and embedded instructions when
complete.

Phase 1 - Folder setup & file organization: scan client folder and identify document types and tax
years. Create TY[YYYY] folders and only these subfolders when needed: 10_Source_Documents,
20_Deductions_Credits, 30_Workpapers, 40_Transcripts, 50_Tax_Return. Do not create empty
folders.

File naming and movement: use [ClientCode]TY[Year][FormType]_[Description].[ext] where
ClientCode = first 4 letters of last name + 2 digits (e.g., LEONO1). Use CamelCase, no spaces.
MOVE files (do not copy) to avoid duplicates. If one PDF contains multiple document types, list all
types in the filename separated by commas.

Bank statements: not required for returns (use annual summaries/1099s). If many statements
provided, put them in 10_Source_Documents/BankStatements to reduce clutter; move all bank
statements there.

Client name verification: verify taxpayer name on every document before organizing. If
documents belong to a different taxpayer, flag in Open Points and create OtherClient_[Name]
folder if needed.

Prior year documents: always note missing prior year tax return, workpapers, or source
documents in Open Points Section A.

~ " ase 1 gate checklist (must be confirmed before Phase 2): folder structure exists; files renamed
4 files moved to appropri; ; no files left in root TY folder (except

e A netad i

Instead remembers every client 5
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What Instead
remembers about
a client

Instead remembers every client

Six kinds of things are worth keeping for every client.

Here is ademo client, Leopold & Saoirse Vantongeren, in a Sandbox

demo firm. One memory line for each kind, as Instead shows it.

Preferences

Life events that
change their taxes

Questions they asked

Plans and memos you
sent

Returns delivered

Risk tolerance and
decisions

“Saoirse Vantongeren is the main contact and
prefers a short email summary with action items
at the top, rather than phone calls”

“The Vantongerens sold their Portland, Maine
rental condo on March 18, 2026. Expect capital
gain and depreciation recapture on their 2026
return, plus a Maine nonresident return.”’

“On August 12, 2026, Saoirse asked about raising
estimated tax payments after the sale. The Q3
estimated payment was increased, and Saoirse
wants the final Q4 figure by email by December 4,
2026

“The 2026 tax plan memo was delivered on
September 22, 2026, covering the Maine property
sale, estimated payments, and a Roth IRA
conversion review.”

“Their 2025 Form 1040 and Massachusetts and
Maine state returns were delivered on April 2,
2026, and e-filed on April 8,2026"

“They are conservative on tax positions and want
no aggressive positions. They chose to defer the
Roth conversion to 2027 because 2026 is the sale
year.”

A seventh line came later, when we told Instead one more thing. See

section 05.
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Worked example,
a Q4 estimate
email

Instead remembers every client

It already knows the client.

In a new client thread we asked “Draft a reply to Saoirse on their Q4
estimate.” The prompt did not mention her preferences, the sale or the

August question.

The agent wrote that the client notes put the condo sale on March 18,
2026, that Q3 estimates were already raised, and that Saoirse wants the
final Q4 number by email in early December. It said it did not have the
2026 numbers on file, and asked how to handle the amount. We chose
Placeholder draft now.

The draft follows what it remembers.

It put the action item up top, as she prefers. It planned around the March
sale and the Q3 raise, and kept it conservative. With no 2026 numbers

on file, it left the amounts as placeholders and said so.

From the draft. “Here’s the summary and action item up top, as you

» «

prefer” “As always, we've kept this conservative with no aggressive

» o«

positions.” “| know email works best for you.”
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Figure 2 The agent starts from client memory. It names the sale, the Q3 raise and the December request, then
asks about the amount.

: Draft a reply to Saoirse on

1 Leopold & Saoirse Vantongeren = 1040
their Q4 estimate.

[} New client thread HEFORNIO

TAX DOCS Q 4

B ’ I'll draft the Q4 estimate email, but first | need to pin down
Document gri
the actual Q4 number. Let me look at what's on file for this

(= 2026 client's 2026 estimated payments and the sale.

(3 Fixed assets Reasoning v

+ Upload files The documents on file are all 2025 items (W-2s,a K-1, and
the client organizer). There's nothing in the 2026 folder, and
0 2025 no 2026 estimated-tax workpaper, quarterly calculation, or
the Maine sale closing documents that I'd need to actually

compute the Q4 figure.

Before | draft the email, | want to flag this: the entity notes
say the rental condo sold on March 18, 2026, Q3 estimates
were already raised, and Saoirse wants the final Q4 number
by email in early December. But | don't have the underlying

2026 numbers on file to produce that figure right now.

| can go two ways. Let me check with you rather than guess

at a dollar amount.

Reasoning v

Q: I don't have the 2026 estimated-tax workpaper, the Maine sale
closing statement, or any 2026 income figures on file — only the
2025 documents. How should | handle the Q4 estimate amount in
the email?

A: Placeholder draft now

You chose a placeholder draft, so I'll write the email now with

the Q4 figure left as a clearly marked placeholder for you to
CLIENT THREADS +
fill in once the 2026 workpaper is run. Here's a draft you can
£ Routines send Saoirse.

=5 Allroutines

R Drafting Reply to Saoirse 12m ® Leopold & Saoirse Vantongeren 1040
v
mM
Reply Draft for Saoirse's Q4 Estimate 11h
o Ask afollow up...
I Vantongerens Tax and Sale Summary 11h
AA Tax Document Review and Analysis 1d @ B €= O ™

Instead remembers every client



04 The draft follows what it remembers.

Figure 3 The draft. Action item first, due dates of January 15, 2027 as the agent wrote them, amounts left as
placeholders.

Subject: Your Q4 2026 Estimated Tax Payment

1 Leopold & Saoirse Vantongeren = 1040 -
Hi Saoirse,
i DA [k
) Newclient thread o B Here's the summary and action item up top, as you prefer.
TAX DOCS Q +

Action item:

B Document grid
o Q42026 federal estimated payment: ${Q4 FEDERAL

= 2026 AMOUNT], due January 15, 2027

() Fixed assets e Maine Q4 estimated payment: ${Q4 MAINE

) AMOUNT], due January 15,2027
+ Upload files

e [Massachusetts Q4, if applicable]: $[Q4 MA

0 2025 AMOUNT], due January 15, 2027

A bit of context:

e Thisis the final quarterly installment for 2026. It
reflects the sale of the Portland, Maine rental condo
this spring, including the capital gain and the
depreciation recapture, plus your other income for the

year.

e Weincreased your Q3 payment back in August to get
ahead of the additional tax from the sale. This Q4
figure finishes squaring up your 2026 liability so

you're positioned to avoid an underpayment penalty.

e The Maine portion covers your nonresident filing

obligation on the gain from the Maine property.
How to pay:
* Federal: online at IRS Direct Pay, or we can provide a
voucher (Form 1040-ES) if you prefer to mail it.
e Maine: through the Maine Tax Portal, or by voucher.

CLIENT THREADS + o Let me know which you'd like and I'll send the
specifics.
& Routines

= All routines As always, we've kept this conservative with no aggressive

R Drafting Reply to Saoirse 12m ® Leopold & Saoirse Vantongeren 1040
v
mM
Reply Draft for Saoirse's Q4 Estimate 11h
o Ask afollow up...
I Vantongerens Tax and Sale Summary 11h
AA Tax Document Review and Analysis 1d . @ B €= O ™

Instead remembers every client



05 Tell it once.

Tel I It Once’ After the draft, we typed in the Memory dialog bar “Leopold wants a

correct oneline copy of every email about estimated payments.” Instead saved a new
line. “Leopold requests a copy of every email regarding estimated tax
payments.’

Figure 4 Tell Instead what to remember or forget. The instruction typed in the bar, before it was sent.

® Memory

2 User (D Entity Firm

Entity memory
Context that Instead learn: entity. to
context. Instead uses it to provide more relevant answers when working on this client.

Enable memory ()

Allow Instead to learn from conversations and use this context to provide better answers.

. Saoirse Vantongeren is the main contact and prefers a short email summary with action
items at the top, rather than phone calls.

. The Vantongerens sold their Portland, Maine rental condo on March 18, 2026. Expect
capital gain and depreciation recapture on their 2026 return, plus a Maine nonresident
return.

. On August 12, 2026, Saoirse asked about raising estimated tax payments after the sale. The
Q3 estimated payment was increased, and Saoirse wants the final Q4 figure by email in
early December.

. The 2026 tax plan memo was delivered on September 22, 2026, covering the Maine
property sale, estimated payments, and a Roth IRA conversion review.

. Their 2025 Form 1040 and Massachusetts and Maine state returns were delivered on April
2,2026, and e-filed on April 8, 2026

. They are conservative on tax positions and want no aggressive positions. They chose to
defer the Roth conversion to 2027 because 2026 is the sale year.

Leopold wants a copy of every email about estimated payments.

Instead remembers every client 10



05 Correct one line.

We highlighted line 3, chose Make a correction and typed “She wants
the final Q4 figure by December 4, 2026.” Only that line changed. It now
ends “by email by December 4, 2026

Figure 5 Make a correction. The highlighted line is quoted in the box, with the fix typed below it.

@ Memory

2 User  (f Entity Firm

Entity memory
Context that Instead learn: i is entity. i to thi
context. Instead uses it to provide more relevant answers when working on this client.

Enable memory c

Allow Instead to learn from conversations and use this context to provide better answers.

£, 111 VANLONZETENS S0IU LIEIN FOTUANU, IVIAINE TENLE LOTIUU OT1IVIATU 10, ZUZO. EXPELL
capital gain and depreciation recapture on their 2026 return, plus a Maine nonresident
return.

. On August 12, 2026, Saoirse asked about raising estimated tax payments after the sale. The
Q3 estimated payment was increased, and Saoirse wants the final Q4 figure by email in
early December.

. The 2026 tax plan memo was delivered on September 22, 2026, covering the Maine
property sale, estimated payments, and a Roth IRA conversion review.

. Their 2025 Form 1040 and h and Mai returns were del d on April
2,2026, and e-filed on April 8, 2026

. They are conservative on tax positions and want no aggressive positions. They chose to
defer the Roth conversion to 2027 because 2026 is the sale year.

7. Leopold requests a copy of every email regardil i tax

On August 12, 2026, Saoil ked about raisil il after the sale. The Q
payment was increased, and Saoirse wants the final Q4 figure by email in early December.

She wants the final Q4 figure by December 4, 2026.

Instead remembers every client 11
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Controls

Instead remembers every client

Read it, correct it, pause it or reset it.

Manage Opens the Memory dialog with the whole
document. Tabs for User, Entity and Firm in the
client view.

Instruction bar Click the pencil. “Tell Instead what to remember or

forget about this entity”, in your own words.

Make a correction Highlight a passage and type the fix. Only that
passage changes, and the dialog shows what
changed.

Enable memory One switch for each memory. “Allow Instead to

learn from conversations and use this context to
provide better answers.”

Pause memory “Instead keeps its existing memory but won't use
memory or make new memories.”

Reset memory “This will permanently delete all memories. This
can’t be undone.”

Pause memory and Reset memory are the two choices when you turn
Enable memory off.

12
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Use cases by
practice area for this paper.

What you can keep, by the kind of work.

These are ideas, not templates. Only the Vantongeren example was run

1040 households

Business entities

Tax planning

Notices and

resolution

Client
communication

You can keep who the main contact is, which
spouse signs, a home or rental sale, a new child,
and the documents that always arrive late.

You can keep the accounting method, the states
the entity files in, the ownership split and
elections the owners made.

You can keep the plan memo you delivered, the
decisions the client made, what they deferred and
why, and how much risk they will take.

You can keep which notice arrived, what you sent
back and when, and what you told the client about
the next step.

You can keep how each client likes to hear from
you, who gets a copy, and the dates you promised.

Tell it once, and every chat about that
client starts with it.

Instead remembers every client

13
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How other
assistants
describe memory

Instead remembers every client

General Al assistants have memory too.

This is how each one describes it, from public pages we read on October
23,2026.

ChatGPT.

OpenAl’s help article Memory in ChatGPT says ChatGPT can remember
relevant preferences and details from your chats. You can review a
memory summary and correct it, including by highlighting text. When we
read it, the page said it was updated the day before.

Claude.

Anthropic’s post Bringing memory to Claude (September 11, 2025,
updated October 23, 2025) says Claude remembers your team’s
processes, client needs, project details and priorities. Each project has
its own memory, and you can view and edit what Claude remembers. Its
help article on chat search and memory was updated October 21, 2026.

Instead.

Memory belongs to each client in your firm’s client list, next to that
client’s documents and threads. Everyone with access to that client sees
the same memory, and every chat about that client starts with it.

14
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What it does not
do

Instead remembers every client

Memory gives the agent context. You keep the
judgment.

No edit history or undo.
The memory screens do not show past versions. Reset memory can’t be
undone.

No memory in the public API.

The Instead API has no memory endpoints today. You read and change
memory in the app.

Not a workpaper.
In the example, memory had the dates and decisions, not the 2026
numbers. The draft used placeholders and said so.

A draft for review.
Every draft, answer or plan from the agent is for your professional
review.

Read it any time. Correct one line.

15
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Memory in Instead

Memory for your firm, for you and for each client. Read it any time. Correct
one line. Or tell Instead what to remember or forget.

To start, open a client, then Entity settings, then Entity memory, then Manage. Read what
Instead keeps. Tell it what to remember or forget, and correct any line.

Get started with memory in Instead

Start your trial at instead.com



https://www.instead.com/?utm_source=white-paper&utm_medium=content&utm_campaign=memory-20261023&utm_content=wp-trial

