Canadian personal tax (T1) engagement letter
Not legal advice. This is a starting point for a Canadian bookkeeping or personal-tax practice. Have your lawyer or professional indemnity insurer read your final letter once. Rules differ by province and change. The filled example uses invented people and an invented café. Do not treat the sample figures as a fee recommendation.
Use this for one person and one tax year. A spouse is another letter unless you name them. The T183 is not this letter: the client signs both.
Blank letter. Replace every [bracket].
1. Who and which year
This letter is between [Firm legal name] and [Taxpayer legal name], for the [20XX] tax year only. A spouse or common-law partner is a separate engagement unless named here: [not included / name]. A corporation is not included.
2. Returns in scope
We will prepare the T1 income tax and benefit return and the [province] return, including these schedules if they apply to the slips you send: [employment / business / rental / capital gains / none other]. Quebec residents also file a TP-1 with Revenu Québec. The TP-1 is [included / not included]. If it is not included, you file it yourself or under another letter.
3. Slips and receipts
Send slips, receipts and the year's business summary by [15 March]. If they arrive after that date we may file late or file an extension where one exists, and any penalty or interest is yours. We will tell you what is still missing. We will not invent a number. Any estimate is agreed with you in writing first.
4. Form T183
We send you the return and Form T183. You review both. You sign T183. Only then do we transmit. T183 is for this tax year, it has to be signed before transmission, and both of us keep a copy for at least six years. Do not send T183 to the CRA unless they ask. If a correction changes the refund or the balance owing by more than $300, we need a new signed T183 before we retransmit.
5. Deadlines
For most people the return and any balance are due on 30 April. If you or your spouse or common-law partner is self-employed, the filing deadline is 15 June, and the balance is still due on 30 April. The CRA's dates for the 2025 tax year are 30 April 2026 and 15 June 2026. Use the dates for the year this letter covers, from the CRA's due-dates page, and write them here: file by [date], pay by [date].
6. Foreign property
Tell us if the total cost amount of your specified foreign property was more than $100,000 at any time in the year. That is Form T1135. Cost amount is generally what you paid, not today's market value. A property you only held for part of the year still counts. We prepare T1135 only if this letter says so: [included / not included, quoted separately].
7. How the return is filed
Since 1 January 2024, a preparer who is paid to prepare more than five T1 returns in a calendar year has to file them electronically, with a possible $25 penalty for each paper-filed T1. We e-file for that reason. You still sign T183 first.
8. After the return is filed
A CRA or Revenu Québec review, audit or reassessment is outside this letter unless we agree in writing, with its own fee. You are responsible for the accuracy of the information. You keep your records for six years.
9. Fee
The fee is $[amount], payable [on delivery of the draft return / on filing]. A TP-1, a T1135, or a second person is extra unless the scope above includes it. Out-of-scope work is quoted before we start.
10. Privacy and AI
Same privacy terms as our bookkeeping letter: we use your information to prepare this return, some providers may store data outside Canada, and we report a breach that creates a real risk of significant harm. Quebec: our person in charge of personal information is [name, title, contact]. We may use AI tools to summarise slips. A person reviews the return before you sign. Say if you do not want AI tools used on this file.
Acceptance
Signed: ________________  Name: ________________  Date: ________


Filled example: Jordan Hale, 2025 T1 (invented)
Invented client. Do not copy the fee into a real letter without pricing the work.
Example, invented
Jordan Hale, 2025 tax year, Ontario. Self-employed, Hale Street Café. No spouse on this letter. No rental, no capital gains expected. TP-1 not required. Fee $380, payable when the draft return is sent. Fiction, including the fee.
Dates
Slips and the café summary by 15 March 2026. Because Jordan is self-employed, file by 15 June 2026. Any balance is still due 30 April 2026. We do not transmit until Jordan has signed the 2025 T183.
Foreign property and reviews
Jordan tells us if specified foreign property cost more than $100,000 at any point in 2025. T1135 is not in the $380. A CRA review letter is a new engagement.
Sources to read yourself: CRA "When to register for and start charging the GST/HST"; CRA "Authorize a representative" (Form AUT-01 is offline only); CRA Form T183; CRA due dates; CRA mandatory electronic filing for tax preparers; CRA questions and answers on Form T1135; Revenu Québec small suppliers and form MR-69; Office of the Privacy Commissioner of Canada, PIPEDA in brief, breach reporting, and principles for generative AI; Commission d'accès à l'information du Québec, Law 25.




