Proposal Meeting Prep Checklist

Assess to Determine Whether Engagement is a Good Fit

· Determine the firm’s competence, capabilities and resources to undertake the engagement by completing the Client Acceptance Evaluation Tool or the Client Continuance Evaluation Tool
Prepare to Quantify and Articulate 

· Prepare to discuss the steps you will need to take in order to complete the engagement 
· Plan to verify with the client that the steps and associated timing are accurate and meet their expectations 

· Prepare to illustrate the value of the engagement and the importance of quality work
· Quantify in terms of satisfying the client’s needs (requirements of third parties such as banks and lenders, potential investors, potential purchasers)
· Explain additional insights the financial statements can provide management in running their business

· Discuss elements of the Choosing a Quality Auditor Client Brochure and provide a copy

· Prepare to articulate your unique value, process and prior success
· Discuss your firm’s approach to audit quality

· Discuss your firm’s experience and qualifications in working on similar engagements/industries
· Talk about the unique knowledge and experience you and your team bring to the engagement

· Articulate why you are different from your competitors and why the prospect should choose you

· Highlight your firm’s commitment to professional training

· Provide executive summary of the team and their qualifications, experience and personal traits

Determine and Prepare to Discuss Pricing Structure
· Analyze the data considered above to arrive at an appropriate price for your services. Take into account the timing for the engagement. A quick turnaround may demand a higher price.
· Using this analysis, consider providing tiered pricing packages to empower the client with choices, indicate dollar amounts, list your services for each tier and specify the billing cycle (weekly, biweekly, monthly, quarterly or annually). (see example on page 2)
· Plan to discuss these options, understand the client’s budget and arrive at an agreed upon price to achieve their goals (refer to Pricing Objections Tool)

Prepare to Solidify the Agreement (use the Proposal Template)
· Draft a formal proposal (tailored to the specific engagement/client) 

· Clearly set out the nature and the scope of the engagement. Consider including: 

· Type of report, level of assurance

· Steps you need to take in order to complete the engagement 

· Non-monetary resources (e.g., staff time), if any, the client will devote to the engagement

· Outside resources, if any, you anticipate having to call upon (do your homework as to outside fees that may be incurred and be VERY clear with the client and in your proposal regarding this issue) 

· Staff assigned to the engagement 

· Be clear about the timing of the engagement. Consider: 

· Completion date and interim deadlines (if any) for stages of the engagement 

· Regular status updates to keep the client aware of the engagement progress 

· Client communication methods to address issues that may arise between status updates 

· Specify the price for the engagement and how you will bill. Consider including:

· Agreed upon price (leave this blank for your proposal meeting with the client, but make sure it is in your final proposal) 

· Amount of retainer required upfront (if applicable) 

· Timing of your billing (monthly, bi-weekly, etc.) – For example, consider fixed milestone billings so you are paid 80% of the engagement prior to issuance
	EXAMPLE:  Three Tiers of Pricing

	Silver
	Gold
	Platinum

	$X,XXX
	$X,XXX
	$X,XXX

	Audited Financial Statements
	Audited Financial Statements
	Audited Financial Statements

	
	S-Corp Tax Return Preparation
	S-Corp Tax Return Preparation

	
	Tax Planning
	Shareholder’s 1040 Income Tax Return Preparation

	
	
	Tax Planning

	
	
	Personal Property Returns

	
	
	Facilitated Strategic Session 


