0S FOR YOUR BUSINESS ACCOUNTING & CPA FIRMS - WORKFLOW BLUEPRINT -

ACCOUNTING & CPA FIRMS - CLIENT INTAKE AND ENGAGEMENT

Engagement letter and proposal
creation

Automatically generates customized engagement letters and service proposals for new client
opportunities based on service type and client information. Streamlines the proposal process
and ensures consistent, professional client communications.

01 WORKFLOW TRIGGER

New client inquiry is received through CRM or prospect intake form

BLUEPRINT OVERVIEW
What this workilow accomplishes

This workflow connects Canopy intake forms, n8n routing logic, Karbon work templates, and QuickBooks historical
billing data to produce engagement letters and priced proposals for new prospects. Automation handles
requirement parsing, template selection, fee calculation from the rate card, and document assembly. The signing
partner retains authority over scope, pricing, independence and risk conclusions, and every proposal that reaches a

prospect.
01 02 03
QUTPUTS SUCCESS MEASURES CORE SYSTEMS

Customized engagement letter,
Priced service proposal, Client
onboarding checklist, E-signature
ready package

HOW TO USE THIS BLUEPRINT

Proposal turnaround time,
Proposal acceptance rate, Average
proposal value, Fee realization
versus estimate

Canopy, Karbon, QuickBooks, n8n

Firm partners: set the rate card bands, complexity multipliers, and the fee threshold above which a proposal cannot be

sent without your signature.

Implementation teams: build the Canopy intake fields, n8n routing rules, and Karbon approval queues so template

selection and fee math are traceable to a named source.

Client service staff: confirm entity type, prior year filings, and scope exclusions before the proposal leaves the approval

queue.
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THE WORKFLOW

End-to-end stage map

Seven stages run from prospect inquiry to a signed engagement package in Canopy. The decision point at stage
three governs which engagement letter template, scope language, and pricing table the proposal is built from.

01 TRIGGER 05 ACTION

Receive client inquiry
Capture prospect inquiry and stated service needs

Populate engagement documents
Assemble engagement letter, scope, and terms

Canopy Canopy - Karbon

02 ACTION 06 ACTION

Route for partner approval
Queue proposal for partner review and sign off

Extract client requirements
Parse services, entity type, and complexity indicators

Canopy - n8n Karbon - Canopy

03 DECISION 07 OUTPUT

Determine service template type
Select engagement letter template by service line

Deliver signed proposal package

Send signature ready package and open onboarding
tasks

n8n Canopy - Karbon

INDIVIDUAL TAX BUSINESS TAX AND BOOKKEEPING ATTEST AND AUDIT
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Generate pricing estimate :
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Calculate fees from rate card and comparable
engagements

Karbon - QuickBooks

LEGEND TRIGGER ACTION DECISION OUTPUT
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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

Receive client inquiry

A new prospect submits an inquiry form or is entered into

the CRM system requesting accounting services. Basic
client information and service needs are captured.

CONTROL POINT
The intake coordinator verifies entity name, EIN or SSN,

and requested services in Canopy before the record
advances.

SYSTEMS  Canopy

03 DECISION

Determine service template type

02 ACTION

Extract client requirements

Parse the inquiry to identify requested services (tax prep,
bookkeeping, audit, etc.), entity type, and complexity
indicators. Standardize the data for downstream
processing.

CONTROL POINT

Client service staff correct any misread entity type, states
of filing, or multi-entity structure flagged by the parser.

SYSTEMS  Canopy n8n

04 ACTION

Generate pricing estimate

Calculate service fees based on client size, complexity
factors, and firm's standard rate card. Pull historical data for
similar engagements to ensure competitive pricing.

Route to appropriate engagement letter template based on
service type-individual tax, business tax, bookkeeping, or
audit services. Each path has different pricing and scope
templates.
CONTROL POINT

CONTROL POINT The billing manager reviews complexity multipliers and
comparable prior year fees before the estimate is written
into the proposal.

A manager can override the routed template when the
engagement mixes service lines or carries attest
independence issues.

SYSTEMS  n8n SYSTEMS  Karbon QuickBooks
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COMPLETION AND MEASUREMENT

Closing stages and results

The final two stages hold partner accountability for pricing and scope before delivery, and record turnaround and

acceptance data against each proposal.

05 ACTION

Populate engagement
documents

Auto-fill engagement letter and
proposal templates with client details,
service scope, timeline, and calculated
pricing. Include relevant terms and
conditions for the service type.

CONTROL POINT

The preparer confirms scope
exclusions, deliverable dates, and
out of scope consulting language
match the quoted fee.

SYSTEMS Canopy Karbon

DELIVERABLES
Customized engagement letter
Priced service proposal
Client onboarding checklist

E-signature ready package

NEXT STEP

06 ACTION

Route for partner approval

Send completed proposal to
appropriate partner or manager for
review and approval before client
delivery. Include pricing justification
and risk assessment notes.

CONTROL POINT

The signing partner approves
pricing, accepts the client risk
rating, and is the only role that can
release the package.

SYSTEMS Karbon Canopy

KEY METRICS
Proposal turnaround time
Proposal acceptance rate
Average proposal value

Fee realization versus estimate

Turn this blueprint into an
implementation plan.

Map each stage to your own systems, permissions, and UNTING & CPA FIRMS

approval routing before selecting tools or building

automation.
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07 OUTPUT

Deliver signed proposal
package

Email the approved engagement letter
and proposal to the prospect with e-
signature capability. Create follow-up
tasks and timeline in project
management system.

CONTROL POINT
The partner's approval record is
attached to the sent package, and
the onboarding lead confirms the
countersigned letter is filed in
Canopy before work begins.

SYSTEMS Canopy Karbon

IMPLEMENTATION CHECKS

Partner approval routing by fee
threshold

Canopy template version control

QuickBooks rate card read
permissions

Signed letter retention and audit
trail

Conflict and independence check
logged

packfoundry.app/assessment

WORKFLOW PAC AND A FREE ENT
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