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ACCOUNTING & CPA FIRMS · CLIENT COMMUNICATION OPERATIONS

Client communication and deadline
reminders
Automatically monitors client deadlines and sends personalized reminder communications

based on urgency and client preferences. Reduces missed deadlines and improves client

satisfaction during busy tax season.

01 WORKFLOW TRIGGER

Daily scheduled check runs at 9 AM to review upcoming client deadlines

BLUEPRINT OVERVIEW

What this workflow accomplishes

This workflow connects Karbon work items and due dates, Canopy client records and portal, and CCH Axcess

return data so that upcoming filing and document deadlines produce reminders on the client's preferred channel

without a staff member drafting each one. Automation handles the daily scan, urgency sorting, message assembly,

delivery, and follow-up task creation. The engagement partner and assigned accountant retain authority over

templates, escalation thresholds, and any client flagged as sensitive or in dispute.

01

OUTPUTS

Client reminder emails and portal

notices, Staff follow-up tasks in

Karbon, Daily deadline and

response report

02

SUCCESS MEASURES

Client reminder response rate, On-

time filing percentage, Fewer last-

minute client calls

03

CORE SYSTEMS

Karbon, Canopy, CCH Axcess

HOW TO USE THIS BLUEPRINT

Firm partners: set the escalation thresholds and approve which clients are excluded from automated reminders.

Tax and bookkeeping staff: review the daily tracking report before noon and work the flagged nonresponders.

Implementation teams: map Karbon due date types to urgency bands and confirm Canopy portal and email permissions

before enabling sends.
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THE WORKFLOW

End-to-end stage map

Seven stages run from the 9 AM Karbon deadline scan through the daily tracking report handed to the busy season

lead. The decision point at stage three governs how close a deadline is and which reminder cadence and template

the client receives.

LEGEND TRIGGER ACTION DECISION OUTPUT

01 TRIGGER

Check upcoming deadlines daily
Scan Karbon daily for upcoming client deadlines

Karbon

02 ACTION

Retrieve client contact preferences

Pull client contact and channel preferences

Karbon · Canopy

03 DECISION

Categorize deadline urgency level
Sort deadlines into urgency bands

Karbon

CRITICAL REMINDER HIGH PRIORITY REMINDER MEDIUM NOTICE

04 ACTION

Generate personalized reminder
messages

Assemble personalized reminder with document list

Canopy · CCH Axcess

05 ACTION

Send multi-channel communications
Deliver reminders on preferred channel and log

Canopy · Karbon

06 ACTION

Schedule follow-up tasks

Create staff follow-up and escalate critical items

Karbon

07 OUTPUT

Generate communication tracking
report

Publish daily deadline and response summary

Karbon
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IMPLEMENTATION DETAIL

Stage-by-stage breakdown

Each stage states the operational intent, the human control point, and the systems likely to take part. System

names are examples, not a required architecture.

01 TRIGGER

Check upcoming deadlines daily

Automated daily scan retrieves all client deadlines from

practice management system. Reviews tax filing dates,

quarterly reports, and document submission requirements.

CONTROL POINT

The busy season lead confirms the deadline calendar in

Karbon is current, including extensions filed and estimates

rescheduled, before the 9 AM scan is trusted.

SYSTEMS Karbon

02 ACTION

Retrieve client contact preferences

Pulls client communication preferences and contact

information from CRM. Identifies preferred communication

method (email, phone, portal) and frequency settings.

CONTROL POINT

Assigned accountant verifies preference records for new

engagements and corrects any client marked as portal only

who has never activated the Canopy portal.

SYSTEMS Karbon Canopy

03 DECISION

Categorize deadline urgency level

Evaluates deadline proximity and creates urgency

categories: critical (1-3 days), high (4-7 days), medium (8-14

days). Routes to appropriate communication template based

on urgency.

CONTROL POINT

The engagement partner sets the day thresholds for each

band and can override the assigned band for a specific

return or client.

SYSTEMS Karbon

04 ACTION

Generate personalized reminder
messages

Creates customized reminder content using client name,

specific deadline type, and required documents. Pulls

relevant tax forms or engagement details from client files.

CONTROL POINT

Preparer approves the template library and reviews any

message that pulls open item lists from CCH Axcess for a

return already in review.

SYSTEMS Canopy CCH Axcess
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COMPLETION AND MEASUREMENT

Closing stages and results

The closing stages create the staff follow-up trail and the daily report that shows which clients have gone quiet

with a filing date approaching.

05 ACTION

Send multi-channel
communications

Delivers reminders via client's

preferred communication method

including email, client portal

notifications, or automated phone calls.

Logs all communications in client

record.

CONTROL POINT

Staff hold or cancel sends for

clients in fee disputes, IRS notice

handling, or active document

review before delivery.

SYSTEMS Canopy Karbon

06 ACTION

Schedule follow-up tasks

Creates automated follow-up

reminders for staff if client doesn't

respond within specified timeframe.

Escalates critical deadlines to assigned

accountant or partner.

CONTROL POINT

Assigned accountant owns the

follow-up task and the partner is

named on escalation for any

critical deadline with no client

response.

SYSTEMS Karbon

07 OUTPUT

Generate communication
tracking report

Produces daily summary report

showing reminder status, client

responses, and outstanding deadlines.

Identifies clients requiring immediate

attention or intervention.

CONTROL POINT

Busy season lead reviews the

report each morning and decides

which nonresponding clients get a

direct partner call instead of

another reminder.

SYSTEMS Karbon

DELIVERABLES KEY METRICS IMPLEMENTATION CHECKS

NEXT STEP

Turn this blueprint into an
implementation plan.
Map each stage to your own systems, permissions, and

approval routing before selecting tools or building

automation.

packfoundry.app/assessment

ACCOUNTING & CPA FIRMS WORKFLOW PACKS AND A FREE ASSESSMENT

Client reminder emails and portal

notices

Staff follow-up tasks in Karbon

Daily deadline and response report

Client reminder response rate

On-time filing percentage

Fewer last-minute client calls

Karbon due date to urgency

mapping

Canopy portal send permissions

verified

Excluded client list honored daily

All sends logged to client record

Partner escalation routing tested
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