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THE ENGAGEMENT TOOLKIT

Templates, tools, and best practices
to help your firm win more business
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ENGAGEMENT LETTER




Introduction

When we talk to firm owners about what’s holding them back, we usually
hear the same things. They’re struggling to find staff, they’re not sure how
to price their services, and their clients are slow to get them what they
need.

Those are real challenges.

But there’s another roadblock that doesn’t get nearly enough attention:
engagement letters.

For years, engagement letters have been treated as a formality.
Something you do to check the compliance box and get them to sign
the dotted line. And technically, that’s true. But when firms build new
engagements the right way, they become one of the most powerful tools
in the business, driving ideal opportunities and more revenue.

A strong engagement letter helps set expectations, frames your value,
and creates smoother client relationships from the get-go. They help you
select better-fit clients, frame the parameters, help justify the value, and
open the door for more opportunities.

In this guide, we’re going to help you rethink your brand building,
storytelling, and value with engagement letters so they stop being just
another to-do and start working as a strategic part of your business.

Inside, we’ll share:

 Templates you can use across service lines

* Scripts you can use to set clear expectations with clients
* Tips to automate the process and track results

* Best practices to protect your team and your time

Learn More About Canopy Engagements


https://www.getcanopy.com/client-management

Good vs. Great

Rethinking the Engagement

Not every firm sends a proposal before starting a new engagement (but they should).

And not all engagement letters are created equal.

Some get the job done. Others move the needle.

The difference comes down to how you approach them. Are you sending the letter to check a
box or as a pseudo-legal document? Or are you using it to strengthen client relationships and

build confidence from day one?

Here’s how we think about it:

A Great Engagement Letter @ A Good Engagement Letter

Positions your firm as professional and modern:
It makes you look exceptional. It’s clean, branded,
and easy to understand. It feels like part of your
client experience.

Aligns expectations and value: It doesn’t just say
what’s included. It tells clients the value you’re
bringing to their business, family, or self. It also
mentions what’s not, and how you handle out-of-
scope requests or additional work.

Creates upsell opportunities: It gives your clients
flexibility and options. It includes tiered service
options, package pricing, and add-ons that clients
can select. (more on that later)

Uses automations and templates to save time:
When you find something that works, it lets you
tap into templates and automations to accelerate
your work. It pulls client details, services, and
fees directly from your system - no copy/paste, no
rework.

Builds trust: Clients see your brand and
differentiation from the start, which builds
confidence and trust. The tone is clear, helpful,
and confident. The client knows what to expect
and feels more comfortable moving forward
quickly.

e Covers your legal bases: It outlines
services, timing, responsibilities, and
fees.

e Defines the scope of work: You spell
out what’s included, and sometimes
what isn’t.

¢ Includes billing terms: The client
knows what they owe and when.

e Uses a standard template: It’s safe.
It’s consistent. It’s not doing any
harm.

In other words, a good engagement letter
keeps you out of trouble. A great one sets
you up for success.

And that’s exactly where we want to take
you in this guide. Next, we’ll walk through
the anatomy of a great engagement letter
- what belongs in it, things to avoid, and
how to make sure you start on the right
foot every time.



—— The Anatomy of a Great

Engagement Letter

If your engagement letter feels like it was written by a lawyer in the ‘90s, that’s because...
most of them were. And while legal teams love long paragraphs, formal language, and broad
disclaimers, we can promise you your clients don’t.

A great engagement letter should protect your firm AND move your client relationship forward.
That means it has to be clear, concise, and aligned to the services you actually provide, not

just your liability coverage.

Here’s what we recommend including in every engagement letter:

WHY YOUR FIRM (SET THE STAGE) |
*  Who we are: A sentence about

your firm’s speciality or focus ENGAGEMENT W

*  Why we’re different: What
sets you apart (modern tools, |

responsiveness, advisory | .

approach, niche expertise). \
*  Why we’re the best in this space: |

Share a credential, recognition, -~

or client outcome that builds
credibility

Tip: Place this section right after your

welcome note. Lead with your value

before you dive into the details

THE SCOPE OF WORK (THE HEART OF IT ALL)

» Describe what’s included, and what’s explicitly not —

* For recurring work (like monthly bookkeeping or
payroll), define the frequency and deliverables

* For one-time projects, include milestones or . RESPONSIBILITIES (WHO DOES WHAT)
deadlines

* Spell out what you need from
the client to do your job: access,
documents, deadlines, etc.

e Clarify your own responsibilities, and

Tip: Include a line like “Any services not listed above
will be considered out of scope and quoted separately.”

where your work depends on client
cooperation



PRICING AND BILLING TERMS TERMINATION CLAUSE

* State whether fees are flat, e Can either party walk away?
hourly, or package-based Under what conditions?
e Be clear on timing: upfront, e Do you prorate fees or issue
recurring, or milestone payments refunds? Make it simple and
* If you require a card on file or use fair
ACH, mention that here
Tip: Try offering pricing ranges or ) '%
“good/better/best” tiers. This opens LEGAL BOILERPLATE
the door to upsells. « Include disclaimers,

indemnification, and liability

| imits

* Keep it concise and try to

| 7 1 use plain language wherever
} ‘ 7 possible

TIMING AND DURATION

*  When does work begin?

*  When does this agreement expire
(project-based or annual?)

¢ Include a note about renewals, SIGNATURE BLOCK
especially for tax or advisory S * Make it easy for clients to
services sign with digital tools (like

e-signatures)

e Be clear on who signs and
where

COMMON MISTAKES TO AVOID

¢ Using outdated templates across every client

e Leaving scope vague or using generic terms like “tax services”

* Forgetting to update fees or terms year to year

¢ Making it hard for clients to understand what they’re agreeing to



https://www.getcanopy.com/electronic-signature-software

— Engagement Letter

Template

Let’s take what we just learned and put it into a simple, fill-in-the-blank template you
can use as a starting point.

00
[Your Firm’s Logo/Branding]

Date: [Insert Date]
Client Name: [Insert Client Name]
Client Address: [Insert Address]

Dear [Client Name],

Thank you for choosing [Firm Name]. We’re excited to work with you! This
letter outlines the services we’ll provide, what we’ll need from you, and how
billing will work. Our goal is to set clear expectations so we can deliver an
excellent experience.

Why Our Firm
At [Firm Name], we [insert who you are: e.g., specialize in helping small
business owners with tax and accounting needs].

What makes us different is [insert differentiator: e.g., our proactive
communication, our use of modern tools to streamline the process, or our
focus on advisory guidance in addition to compliance].

We’re proud to be [insert proof point: e.g., trusted by 200+ businesses in
[region], recognized as a top firm by [association], or delivering average tax
savings of $X].

Scope of Services
We will provide the following services for the period [X] to [X]

[Service 1: ]

[Service 2: 1

[Service 3: 1

Not included in this engagement (but available as additional services):
[Excluded service 1: ]

[Excluded service 2: ]

Additional services outside of the scope above will be quoted separately
before work begins.
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+ + + +
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Responsibilities

Our firm will:

* Provide [List of Services] services as described in the Scope section.
* Complete work by [Date/Deadline/Frequency].

* Maintain confidentiality of all client information.

* Provide regular updates through [email/portal/phone/etc.].

* Contact you if [Specific Scenario] arises.

You (the Client) Agree To:

* Provide all required documents by [Date]

» Deliver information in [format: PDF, Excel, portal upload, etc.].

* Respond to requests for clarification within [X business days].

* Retain copies of all documents provided and returns/financials delivered.

* Notify us promptly if [specific change: new income stream, business
changes, ownership changes, etc.] changes occur

* Make payment of [$X] according to the terms in this agreement.

Pricing & Billing
Please select your service package:

e Good: $X [Includes ]
e Better: $X [Includes everything in Good, plus ]
* Best: $X [Includes everything in Better, plus ]

Payment Terms:

* Payment is due [upon signing / 50% upfront / upon completion / other].
* Avalid payment method must be provided before work begins.

* Out-of-scope services will be billed at [hourly rate OR flat fee].

Timing

* Service will begin on [Date]

* Services are expected to be completed by [Date]
* This agreement expires on [Date] unless renewed.

Termination

Either party may terminate this agreement with written notice. In such cases,

fees for work completed to date remain due.
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Legal Terms

* We rely on the information you provide. We are not responsible for errors
caused by incomplete or inaccurate information.

* Our liability is limited to fees paid under this agreement.

* This letter reflects the entire agreement and supersedes prior discussions.

Acknowledgement & Signatures
By signing below, you agree to the terms outlined in this engagement letter.

Client Name:
Signature:
Date:

Firm Representative:
Signature:
Date:
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Save this template once you’ve customized it. Over time, build a small library
so your team never has to start from scratch.




Templates, Tech, and
Scaling Engagements (oh my!)

One of the biggest frustrations we hear around engagements is that they take
too long. Drafting, editing, and chasing signatures eat away at your time -
especially if you’re managing everything across different tools like Word docs,
emails, eSignature platforms, etc.

That’s why so many firms fall into one of these traps:

* Reusing the same outdated template for everything (risky!)

» Skipping engagement letters entirely for smaller jobs (also risky!)
* Customizing every single engagement letter (time-consuming!)

The fix here is to systematize it.
When you treat engagements like a repeatable workflow instead of a one-off
admin task, you’ll save tons of time, reduce errors, and create a better client

experience.

Here’s how you can start building that system:

Start with Standardized Templates

Build master templates for each major service line: tax

prep, bookkeeping, payroll, advisory, and audit

* Include your “core” legal and scope language so you’re
never starting from zero

* Add optional sections for common extras like late filing,

amended returns, or catch-up bookkeeping

8 ke

Canopy,



https://www.getcanopy.com/accounting-templates
https://www.getcanopy.com/accounting-templates

Layer in Firm Branding

» Use your logo, fonts, and colors so your letters feel
professional and consistent

* Add a welcome message or even a short intro video. It’s
small, but it humanizes the process and makes sign-off
faster

» Differentiate yourself. Explain why you’re the right firm
for the job.

Automate the Build

* Use your practice management software to auto-
populate client details, pricing, and services

* Eliminate copy-paste errors by pulling descriptions
directly from your CRM or service catalog

* For recurring work, set up auto-renewals or reminders
so you’re not chasing year after year

* Set up work to be done and auto-assign it when it’s
time to begin.

Streamline Signatures

* Require e-signatures - no exceptions! Clients expect
digital now.

* Use bulk send or recurring engagements (e.g., all annual
tax prep letters)

Track and Improve

@ “I Track metrics like:

e Time to sign: How long does it take clients to return?

e Acceptance rate: Are clients hesitating or pushing back?

e Renewals: Are you treating them as opportunities, or
just admin?

e Package selection: What packages are clients selecting
most often?

This data will help you refine templates, clarify confusing sections, and improve
turnaround times. We’ll share more about tracking success metrics later.

The 80/20 Rule
You might find that 80% of engagements can be covered by just 3-4 master

templates. That means you can systematize the bulk of your work while leaving
room for exceptions.



https://www.getcanopy.com/electronic-signature-software

Your 90-Day Implementation Plan

__________________________

PHASE 1

WEEKS 1-4

__________________________

' PILOT i o

__________________________

" PHASE 2 i
" REFIHE 5
. WEEKS 5-8 §

__________________________

__________________________

" PHASE 3 i
. SCALE 5
. WEEKS 9-12 §

__________________________

At this point, you should have a good understanding of what makes a great
engagement letter and how to systematize it. Now it’s time to put it into practice.

(This is the fun part!)

Here’s an example roadmap you can use at your firm:

Phase 1: Pilot (Weeks 1-4)

Start small and test.

* Choose one service line (e.g., tax prep) to pilot new templates.

* Create your “Great” template with clear scope, responsibilities, and clear pricing.
* Train 1-2 staff members to use it consistently.
* Collect e-signatures and track client turnaround time

@ Goal: Prove the process works for one service.

Gather feedback and make improvements.

* Review turnaround time - how long are clients taking to sign?

* Ask staff: Where did clients hesitate? Which terms caused confusion?
* Adjust templates with clearer language or stronger service options.
* Begin building additional templates (e.g., bookkeeping, payroll, advisory).

%) Goal: Smooth out friction points and make the process repeatable.
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Phase 3: Scale (Weeks 9-12)
Roll it out across the firm.

e Standardize templates for all major services.
e Train your entire team. Show them where templates live and how to use them.
* Automate as much as possible (client reminders, auto-fill, renewals).
* Begin tracking key KPIs like:
o % of engagements sent vs. accepted
o Average time-to-sign
o Renewal acceptance rates
o Out-of-scope add-on revenue

) Goal: Firm-wide adoption and measurable impact.

You don’t need to overhaul everything at once. Just start with one service, prove it
works, and scale from there.

Quick Win: Leverage Renewal Season

Don’t wait until next year to adopt new letters. Use annual tax season or fiscal year-
end as a natural point to introduce updated engagements. Clients expect paperwork
then, so it’s the easiest time to reset expectations.




Tracking the Impact of Your
Engagements

You’ve crafted a great engagement letter and built beautiful systems. Way to
go! Now it’s time to make sure they’re actually working.

This is where a lot of firms can fall short. They think they can implement the
new engagements, and BOOM, they’re ready to go. But if you’re not tracking
the results, you’ll never know what’s paying off or where you still need to
improve.

Remember that old saying, “You can’t fix what you don’t know is broken?”
The same thing applies here.

Consider tracking these success metrics:

Qaa— Time-to-Sign

* Ask yourself: How long does it take clients to sign and return

* Long delays usually mean your scope is unclear, pricing is
confusing, or your letter is buried in too much legal jargon

* Improve by: Simplifying the language and adding a short welcome
note or explainer video

Acceptance Rate

* Ask yourself: How many clients sign without pushback?

* If the number is low, something in your pricing, service
descriptions, or billing terms is creating friction

* Improve by: Offering packages to give clients options instead of a
simple yes/no

et Renewal Rate

» Ask yourself: How many clients renew year over year?

+ Engagement renewals should feel like a natural checkpoint to
showcase value, reset expectations, and explore new services

e Improve by: Including a one-page summary of last year’s results
alongside renewal letters



Out-of-Scope Revenue

* Ask yourself: How much revenue are you capturing from out-of-

* If you’re not tracking this, you’re leaving money on the table.
* Improve by: Adding a clear “Out-of-Scope Services” section to

2>
scope work?
every letter
m’.’) Admin Time Saved
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» Ask yourself: How much staff time has shifted from chasing
paperwork to billable or advisory work?

* Even small gains here can make a huge difference over time

* Improve by: Automating reminders and collecting signatures
digitally

If you measure it, you can improve it. If you improve it, you can scale it.

Quick Win: Create a Simple Dashboard
Don’t overcomplicate it. Track these five metrics in a spreadsheet or directly

in your practice management system. Review them monthly, and make small
adjustments to templates, pricing, and workflows.



https://www.getcanopy.com/insights

Turning Reviews Into
Revenue Conversations

Renewal season is one of the best opportunities you’ll ever get to grow client
relationships. Clients already expect to review and sign something annually,
so why not use that moment to highlight value, reset expectations, and
introduce new services they may need?

Start With a Review, Not Just a Renewal

Before sending a new engagement letter, review the past
year with your client. Send them a questionnaire to see
what’s changed.

* Highlight wins: “This year, we filed on time, saved you
$XX, XXX, and completed your work an average of 10
days faster.”

* Ask what’s changed: new business ventures, big life
events, or growth plans

Frame the conversation around alignment, not
paperwork.

* Instead of “here’s your new letter,” frame it as “let’s
align on the year ahead.”

¢ Clients expect to sign something annually. Use that
moment to reset expectations, confirm scope, and
propose upgrades.




When you give clients a simple yes/no choice, you limit
your growth. Instead, present 2-3 service levels in your
engagement letter.

» Clients naturally gravitate to the middle or higher tier
when given options.

* Even if they stay at the base level, you’ve planted the
seed for future expansion.

Here’s a simple framework you (or your team) can use:

e Opening: “Before we finalize your new engagement
for next year, let’s review what we accomplished and
what’s changing.”

e Discovery: “Has anything new come up—business
expansion, payroll needs, tax planning?”

¢ Positioning: “Based on what you’ve shared, our
[Enhanced/Comprehensive] package could save you
time and provide deeper insight.”

e Close: “Which package feels like the best fit for your
goals this year?

Build “renewal conversion” into your KPIs. Even small
percentage increases compound into significant revenue.
And when your team successfully turns renewals into
upgrades, be sure to celebrate it. Recognition reinforces
the habit.

Quick Win: Bundle Advisory Into Renewals
Add a “Quarterly Advisory Call” line item to your higher-tier packages. Even

uu@

if just 20% of clients upgrade, you’ve created a recurring, high-value revenue
stream with minimal extra admin.




The Future of Engagements

with Canopy

We’ve covered just about everything you need to know to create a great engagement
letter. Now, we want to show you what’s possible with Canopy’s All-New Engagements

(coming Fall 2025)

Smarter, Al-Generated Templates:

You shouldn’t waste time rewriting letters. Canopy engagements:

* Auto-populate client details, services, and pricing
* Let you customize without losing consistency

» Keep everything branded and professional

Integrated Workflows:
The problem with standalone engagement letters is that they

stop at the signature. With Canopy, signing an engagement

automatically:
» Triggers related tasks for your team
* Creates client reminders

* Connects directly to billing, so you get paid faster

Flexible Pricing & Packages:

Canopy helps your firm turn engagement letters into a sales tool
by providing:

* Simple ways to present tiered service packages

* Optional range or minimum pricing displays

* Upsell opportunities built directly into your proposals

Client-Centric Experiences:

ir

s
(| Y /)
v

[

p
!
!

\
/

/
|

Built for Scale:

Whether you’re onboarding

10 clients or 1,000:

* Use templates across
service lines (tax,
bookkeeping, advisory,
payroll)

* Send engagements in
bulk

* Track acceptance,
time-to-sign, and
renewal rates with
Canopy Insights

A great client experience starts with providing a mobile-friendly, clear, and polished engagement

experience. With Canopy, you can:

* Add a welcome message, brochure, or even a short video to every engagement

* Make letters easy to read, branded, and simple to sign digitally

» Give clients confidence that they’re working with a forward-thinking firm



Your Next Step

If you’ve made it this far, it means you’re committed to taking the next
step in improving your engagement letters. Bravo!

But here’s our advice - approach your engagements as a phased rollout.
Start with a pilot, refine the process based on feedback, and expand it
across more of the firm until it becomes the standard.

Then, when you’re ready to speed things up, Canopy will be here to help.
We’ve built engagements to help firms large and small:

» Draft and send polished letters in minutes

* Automate tasks, billing, and client reminders once a letter is signed

* Use renewals as a natural time to expand client relationships

Once you put these ideas into practice, you’ll notice the difference. Not

just in how your firm runs, but in the client experience you deliver, the
reputation you build, and the bottom line you protect.

Congratulations on taking the first step towards rethinking your
engagement letters. We’re excited to see how they transform your firm!

LEARN MORE ABOUT CANOPY ENGAGEMENTS


https://www.getcanopy.com/client-management
https://www.getcanopy.com/demo
https://www.getcanopy.com/demo

