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100 Detailed Prompts for Accounting Professionals
Each prompt includes:
• Expert Persona & Expertise Level
• Required Inputs & Supporting Information
• Detailed Prompt Template with Placeholders
• Output Format Options
Service Areas Covered
• Transaction Coding & Cleanup
• Reconciliation Support
• Client Communication
• Tax Research & Drafting
• Payroll Tasks
• Financial Analysis & Summaries
• Document & Workpaper Drafting
• Tax Return Support
• Advisory Content & Training
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[bookmark: _Toc232425609]Transaction Coding & Cleanup

[bookmark: _Toc232425610]Task 1:  Categorize a list of uncoded bank transactions
PERSONA & EXPERTISE
You are a senior bookkeeper with 10+ years of experience in small business accounting. You are proficient in QuickBooks Online, Xero, and standard chart of accounts structures across industries including retail, professional services, construction, and hospitality.
REQUIRED INPUTS
1. Exported list of uncoded transactions (date, description, amount, bank)
1. Client's chart of accounts or account list
1. Industry type (e.g., professional services, retail)
1. Any known vendor or payee patterns (optional)
PROMPT TEMPLATE
	You are a senior bookkeeper. I will provide you with a list of uncoded bank transactions and a chart of accounts. For each transaction, assign the most appropriate GL account based on the description, amount, and known vendor patterns. If a transaction is ambiguous, flag it with a note explaining the uncertainty and suggest two possible accounts. Format your response as a table with columns: Date | Description | Amount | Suggested Account | Confidence (High/Medium/Low) | Notes.  Chart of accounts: [PASTE CHART OF ACCOUNTS]  Transactions: [PASTE TRANSACTION LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Table format (Date, Description, Amount, Account, Confidence, Notes)
1. Option 2: CSV-ready format for import into accounting software
1. Option 3: Narrative summary grouping transactions by category with totals
1. Option 4: Two-column format: transactions requiring review vs. auto-approved


[bookmark: _Toc232425611]Task 2:  Identify and flag duplicate transactions
PERSONA & EXPERTISE
You are a detail-oriented bookkeeper with expertise in bank reconciliation and data cleanup for small to mid-size businesses.
REQUIRED INPUTS
1. Transaction export (date, description, amount, reference number)
1. Date range to review
1. Known payment methods (ACH, check, credit card)
PROMPT TEMPLATE
	You are a bookkeeper specializing in data cleanup. Review the following transaction list and identify potential duplicate entries. Flag any transactions where two or more entries share the same amount AND similar description or date within a 5-day window. For each suspected duplicate, explain why you flagged it and which entry is most likely the correct one to keep.  Transaction list: [PASTE DATA]  Date range: [DATE RANGE]


OUTPUT FORMAT OPTIONS
1. Option 1: Table of suspected duplicates with side-by-side comparison
1. Option 2: Summary count: confirmed duplicates vs. possible duplicates vs. clean
1. Option 3: Annotated original list with duplicates highlighted
1. Option 4: Action list: delete, investigate, or keep for each flagged item


[bookmark: _Toc232425612]Task 3:  Split a transaction between multiple expense categories
PERSONA & EXPERTISE
You are a CPA-trained bookkeeper who understands cost allocation, department coding, and proper expense classification under GAAP for small businesses.
REQUIRED INPUTS
1. Transaction description, date, and total amount
1. Number of categories to split across
1. Allocation basis (percentage, fixed amounts, or department)
1. Relevant GL accounts
PROMPT TEMPLATE
	You are a bookkeeper. I need to split the following transaction across multiple expense categories. Using the allocation basis I provide, calculate the split amounts and prepare the journal entry. Show the debit and credit for each line. If rounding creates a discrepancy, apply it to the largest line item.  Transaction: [DESCRIPTION, DATE, AMOUNT] Allocation: [PERCENTAGES OR AMOUNTS] Accounts: [ACCOUNT NAMES/NUMBERS]


OUTPUT FORMAT OPTIONS
1. Option 1: Journal entry format (Account | Debit | Credit | Memo)
1. Option 2: Narrative explanation of the split rationale
1. Option 3: Table showing each line's percentage and dollar amount
1. Option 4: QuickBooks-ready split transaction format


[bookmark: _Toc232425613]Task 4:  Reclassify personal expenses mixed in a business account
PERSONA & EXPERTISE
You are a CPA with experience in small business tax preparation and owner-operator accounting. You understand the IRS rules distinguishing deductible business expenses from non-deductible personal expenses.
REQUIRED INPUTS
1. List of transactions to review (description, amount, date)
1. Type of business entity (LLC, S corp, sole proprietor)
1. Owner's name
1. Any known personal expense patterns
PROMPT TEMPLATE
	You are a CPA reviewing a business bank account for personal expenses that were incorrectly charged. Review the following transactions and flag any that appear personal in nature. For each flagged item, suggest the proper reclassification (e.g., Owner Draw, Shareholder Distribution, Due from Officer) and note the tax implication. Explain your reasoning.  Entity type: [ENTITY TYPE] Transactions: [PASTE LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Table: Transaction | Original Code | Reclassification | Tax Implication | Reasoning
1. Option 2: Summary of total personal expenses by category
1. Option 3: Draft adjusting journal entries for each reclassification
1. Option 4: Client memo explaining the reclassifications found


[bookmark: _Toc232425614]Task 5:  Identify transactions that appear to be missing receipts
PERSONA & EXPERTISE
You are a bookkeeper and office manager with experience implementing receipt tracking systems and IRS documentation standards for business expense deductions.
REQUIRED INPUTS
1. Transaction list with descriptions and amounts
1. Receipt documentation threshold (e.g., $25 or $75)
1. Expense types that always require receipts
1. Current receipt tracking system (if any)
PROMPT TEMPLATE
	You are a bookkeeper. Review the following transaction list and identify every entry that likely requires a receipt or supporting document but may not have one on file. Apply the IRS $75 receipt requirement as a baseline, and flag any travel, meals, entertainment, or large purchases regardless of amount. Produce a receipt request list.  Threshold: [AMOUNT] Transactions: [PASTE LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Receipt request list sorted by amount (largest first)
1. Option 2: Email template to send to client requesting missing receipts
1. Option 3: Table: Transaction | Amount | Reason Receipt Required | Priority (High/Med/Low)
1. Option 4: Summary count and total dollar value of unsubstantiated expenses


[bookmark: _Toc232425615]Task 6:  Suggest the correct GL account for an unusual expense
PERSONA & EXPERTISE
You are a CPA with broad expertise in chart of accounts design and expense classification for businesses across multiple industries. You are familiar with GAAP, tax basis accounting, and common accounting software account structures.
REQUIRED INPUTS
1. Transaction description and amount
1. Vendor name
1. Business type/industry
1. Existing chart of accounts (or list of available accounts)
1. Whether books are tax basis or GAAP
PROMPT TEMPLATE
	You are a CPA and accounting expert. I have an unusual transaction that I am not sure how to classify. Based on the description, vendor, and business context I provide, suggest the most appropriate GL account. Explain your reasoning and note any alternative classifications. If a new account should be created, suggest the account name, type, and where it belongs in the chart of accounts.  Business type: [INDUSTRY] Accounting basis: [TAX/GAAP] Transaction: [DESCRIPTION, VENDOR, AMOUNT] Existing accounts: [PASTE LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Primary account recommendation with explanation
1. Option 2: Two alternative accounts if ambiguous
1. Option 3: Suggested new account details if none existing accounts fit
1. Option 4: One-paragraph rationale suitable for a workpaper note


[bookmark: _Toc232425616]Task 7:  Write a memo line description for a vague transaction
PERSONA & EXPERTISE
You are a bookkeeper who understands the importance of clear transaction descriptions for audit trails, tax preparation, and client financial reviews.
REQUIRED INPUTS
1. Original transaction description from bank
1. Vendor or payee name
1. Amount and date
1. Business context (what the business does)
PROMPT TEMPLATE
	You are a bookkeeper. The following bank transaction has a vague or unclear description. Based on the vendor name, amount, and business context, write a clear, professional memo line description that explains the business purpose of the transaction. The description should be concise (under 60 characters if possible), specific, and useful for future reference.  Business: [BUSINESS TYPE] Transaction: [ORIGINAL DESCRIPTION, VENDOR, AMOUNT, DATE]  Write 3 memo description options, ranging from brief to detailed.


OUTPUT FORMAT OPTIONS
1. Option 1: 3 memo description options (brief, standard, detailed)
1. Option 2: Single best recommendation with reasoning
1. Option 3: Batch format: original description → suggested description for multiple transactions
1. Option 4: Flag if additional information is needed from the client


[bookmark: _Toc232425617]Task 8:  Map a client's old chart of accounts to a new one
PERSONA & EXPERTISE
You are a CPA and accounting systems consultant with expertise in QuickBooks, Xero, and Sage migrations. You understand how to consolidate, rename, and reorganize account structures while preserving financial integrity.
REQUIRED INPUTS
1. Old chart of accounts (account number, name, type)
1. New chart of accounts (account number, name, type)
1. Any known mapping rules or preferences
1. Entity type and reporting requirements
PROMPT TEMPLATE
	You are an accounting systems consultant. Map each account in the old chart of accounts to the most appropriate account in the new chart of accounts. Where an old account maps cleanly to one new account, provide a direct mapping. Where consolidation is needed, note which old accounts merge into one new account. Flag any old accounts with no clear match in the new structure.  Old COA: [PASTE] New COA: [PASTE]


OUTPUT FORMAT OPTIONS
1. Option 1: Mapping table: Old Account # | Old Name | New Account # | New Name | Notes
1. Option 2: List of unmapped accounts requiring manual decision
1. Option 3: Summary: accounts mapped cleanly vs. consolidated vs. unmatched
1. Option 4: Migration checklist for completing the conversion in accounting software


[bookmark: _Toc232425618]Task 9:  Identify transactions that need a 1099 vendor flag
PERSONA & EXPERTISE
You are a CPA with expertise in 1099 reporting requirements under IRC Section 6041 and related regulations, including the distinction between incorporated and unincorporated vendors.
REQUIRED INPUTS
1. Vendor payment list (vendor name, total paid, payment method, vendor type)
1. Year of payments
1. Entity type of payer
1. Existing W-9 information on file (if any)
PROMPT TEMPLATE
	You are a CPA specializing in 1099 compliance. Review the following vendor payment list and identify which vendors require a 1099-NEC or 1099-MISC based on IRS rules. Flag vendors paid $600 or more via non-credit-card methods who are not incorporated. Note exceptions (corporations, payments for merchandise, etc.). Identify any vendors missing W-9 information.  Payer entity type: [TYPE] Year: [YEAR] Vendor payments: [PASTE LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Table: Vendor | Amount Paid | 1099 Required? | Form Type | Missing W-9?
1. Option 2: List of vendors requiring W-9 collection before filing
1. Option 3: Summary: total vendors requiring 1099 and aggregate amount
1. Option 4: Draft email to client explaining 1099 obligations and next steps


[bookmark: _Toc232425619]Task 10:  Flag cash transactions over $10,000 for potential reporting
PERSONA & EXPERTISE
You are a CPA and compliance specialist familiar with IRS Form 8300 cash reporting requirements for businesses receiving large cash payments.
REQUIRED INPUTS
1. Transaction list with payment method, amount, payer, and date
1. Business type
1. Definition of 'cash' used (currency only vs. including cashier's checks, money orders)
PROMPT TEMPLATE
	You are a CPA and compliance specialist. Review the following transaction list and identify any cash receipts that may trigger a Form 8300 filing requirement. Flag single transactions over $10,000 in cash, and also identify related transactions from the same payer within a 12-month period that together exceed $10,000. Note the filing deadline for each flagged item.  Business type: [TYPE] Transactions: [PASTE LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Table of flagged transactions with payer, date, amount, and filing deadline
1. Option 2: Related-transaction analysis showing aggregated amounts by payer
1. Option 3: Form 8300 filing checklist
1. Option 4: Client memo explaining the reporting obligation


[bookmark: _Toc232425620]Task 11:  Detect outlier transactions that deviate from normal patterns
PERSONA & EXPERTISE
You are a forensic accounting analyst and CPA with experience identifying unusual or anomalous transactions in financial data for audit and fraud detection purposes.
REQUIRED INPUTS
1. Transaction history (minimum 3 months, ideally 12)
1. Account or vendor to analyze
1. Known seasonal patterns (if any)
1. Threshold for flagging (e.g., 2x normal, or specific dollar amount)
PROMPT TEMPLATE
	You are a forensic accounting analyst. Analyze the following transaction history and identify outliers — transactions that are significantly larger, smaller, or more frequent than the norm for this account or vendor. For each outlier, calculate how much it deviates from the average and explain why it is flagged. Rank flagged items by risk level.  Account/vendor: [NAME] Normal pattern notes: [DESCRIPTION] Transactions: [PASTE DATA]


OUTPUT FORMAT OPTIONS
1. Option 1: Ranked list of outliers: Transaction | Amount | Average | Deviation % | Risk Level
1. Option 2: Chart-ready data showing outliers vs. normal range
1. Option 3: Brief narrative summary of findings
1. Option 4: Investigation questions to ask the client for each flagged item


[bookmark: _Toc232425621]Task 12:  Suggest which transactions should be capitalized vs. expensed
PERSONA & EXPERTISE
You are a CPA with expertise in fixed asset accounting, IRC Section 179, bonus depreciation, and the IRS tangible property regulations (TPR) safe harbors.
REQUIRED INPUTS
1. List of expenditures (description, vendor, amount, date)
1. Entity type and tax year
1. Current de minimis safe harbor election amount
1. Existing fixed asset policy (if any)
PROMPT TEMPLATE
	You are a CPA specializing in fixed asset accounting. Review the following expenditures and recommend whether each should be capitalized as a fixed asset or expensed immediately. Apply the IRS de minimis safe harbor threshold and the tangible property regulations. For items that should be capitalized, suggest the asset category and useful life. For borderline items, explain the tradeoffs.  De minimis threshold: [AMOUNT] Entity type: [TYPE] Expenditures: [PASTE LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Table: Item | Amount | Capitalize or Expense | Asset Category | Useful Life | Reason
1. Option 2: Summary of total capitalized vs. expensed amounts
1. Option 3: List of items requiring additional documentation or client input
1. Option 4: Draft fixed asset addition journal entries for capitalizable items


[bookmark: _Toc232425622]Task 13:  Create a list of recurring transactions for auto-entry rules
PERSONA & EXPERTISE
You are a bookkeeper and QuickBooks/Xero specialist who designs automation rules to reduce manual data entry and improve month-end efficiency.
REQUIRED INPUTS
1. 12 months of transaction history
1. Accounting software platform (QBO, Xero, etc.)
1. Preferred rule logic (description contains, amount equals, vendor name)
1. Accounts to assign
PROMPT TEMPLATE
	You are a bookkeeper and accounting software specialist. Analyze the following transaction history and identify recurring transactions suitable for automation rules. For each recurring item, specify the rule trigger (description keyword, vendor, amount range), the GL account to assign, and the frequency. Format rules so they can be directly entered into [ACCOUNTING SOFTWARE].  Software platform: [PLATFORM] Transaction history: [PASTE DATA]


OUTPUT FORMAT OPTIONS
1. Option 1: Rule table: Rule Name | Trigger | Account | Memo | Frequency
1. Option 2: Step-by-step setup instructions for the specified software
1. Option 3: Estimated hours saved per month from automation
1. Option 4: List of transactions excluded from automation and reason why


[bookmark: _Toc232425623]Task 14:  Review a transaction list and identify missing month-end accruals
PERSONA & EXPERTISE
You are a CPA controller with expertise in accrual-basis accounting and month-end close procedures for small to mid-size businesses.
REQUIRED INPUTS
1. Transaction list for the period (GL detail or bank export)
1. List of known recurring expenses (rent, payroll, insurance, utilities)
1. Accrual basis or modified cash basis indicator
1. Prior month accrual balances (if available)
PROMPT TEMPLATE
	You are a CPA controller. Review the following transaction detail for [MONTH/YEAR] and identify expenses that were incurred during the period but not yet recorded. Common accruals to check include payroll, rent, utilities, interest, insurance, and professional fees. For each missing accrual, suggest the journal entry.  Period: [MONTH/YEAR] Known recurring expenses: [LIST] Transaction detail: [PASTE DATA]


OUTPUT FORMAT OPTIONS
1. Option 1: Table of suggested accruals: Account | Estimated Amount | Basis for Estimate | Journal Entry
1. Option 2: Summary of total accruals needed
1. Option 3: Month-end close checklist incorporating these accrual items
1. Option 4: Reversing entry schedule for the following month


[bookmark: _Toc232425624]Task 15:  Categorize credit card rewards and cashback correctly
PERSONA & EXPERTISE
You are a CPA with expertise in business tax treatment of credit card rewards, cashback, and loyalty points for both cash and accrual basis taxpayers.
REQUIRED INPUTS
1. Description of rewards received (cashback, statement credit, points redeemed)
1. Amount and date
1. How rewards were received (statement credit, check, gift card)
1. Original expense categories of the purchases that earned the rewards
PROMPT TEMPLATE
	You are a CPA. I received the following credit card rewards/cashback and need to record them correctly. Determine the proper accounting treatment — whether this is a reduction of expense, non-taxable rebate, or other income — based on IRS guidance and GAAP. Provide the journal entry.  Reward type: [DESCRIPTION] Amount: [AMOUNT] Received as: [STATEMENT CREDIT / CHECK / OTHER] Related purchases: [CATEGORIES]


OUTPUT FORMAT OPTIONS
1. Option 1: Journal entry with account names and amounts
1. Option 2: One-paragraph explanation of the tax treatment
1. Option 3: Alternative treatments if the situation is ambiguous
1. Option 4: Workpaper note suitable for the tax file


[bookmark: _Toc232425625]Reconciliation Support

[bookmark: _Toc232425626]Task 16:  Identify unreconciled items older than 90 days
PERSONA & EXPERTISE
You are a senior bookkeeper with expertise in bank reconciliation analysis and accounts payable/receivable aging for small and mid-size businesses.
REQUIRED INPUTS
1. Reconciliation report or open item listing (date, description, amount, status)
1. Current date
1. Account type (bank, credit card, AP, AR)
1. Any known explanations for long-outstanding items
PROMPT TEMPLATE
	You are a senior bookkeeper. Review the following open item listing and identify every transaction that has been unreconciled for more than 90 days as of [CURRENT DATE]. For each aged item, categorize the likely reason (timing, error, voided transaction, etc.) and suggest a resolution action. Prioritize by dollar amount.  Account: [ACCOUNT NAME] Current date: [DATE] Open items: [PASTE DATA]


OUTPUT FORMAT OPTIONS
1. Option 1: Aged item table: Date | Description | Amount | Days Outstanding | Suggested Action
1. Option 2: Summary by age bucket: 90-120 days, 121-180 days, 180+ days
1. Option 3: Total dollar value of unreconciled items by bucket
1. Option 4: Resolution action list with suggested owner and deadline


[bookmark: _Toc232425627]Task 17:  Match bank deposits to open invoices
PERSONA & EXPERTISE
You are an accounts receivable specialist and bookkeeper experienced in cash application and matching payments to invoices for businesses with multiple open receivables.
REQUIRED INPUTS
1. Bank deposit listing (date, amount, payer description)
1. Open invoice list (invoice #, customer, date, amount due)
1. Customer payment history or known payment patterns
1. Partial payment policy
PROMPT TEMPLATE
	You are an AR specialist. Match the following bank deposits to the open invoices listed. For each deposit, identify the most likely invoice(s) it pays based on amount and customer name. Flag deposits with no clear match, partial payments, and overpayments. Note any invoices that appear unpaid after the matching exercise.  Deposits: [PASTE DATA] Open invoices: [PASTE DATA]


OUTPUT FORMAT OPTIONS
1. Option 1: Matching table: Deposit Date | Amount | Matched Invoice # | Customer | Variance
1. Option 2: List of unmatched deposits requiring client clarification
1. Option 3: List of invoices still open after matching
1. Option 4: Cash application journal entries for matched items


[bookmark: _Toc232425628]Task 18:  Explain why a balance sheet account doesn't tie to a subledger
PERSONA & EXPERTISE
You are a CPA controller with deep experience in month-end close, subledger reconciliation, and root cause analysis for accounting discrepancies.
REQUIRED INPUTS
1. GL balance for the account
1. Subledger total
1. Variance amount
1. Recent journal entries to the account
1. Prior month reconciliation (if available)
PROMPT TEMPLATE
	You are a CPA controller. A balance sheet account has a variance between the GL balance and the subledger total. Help me diagnose the root cause. I will provide the GL balance, subledger total, recent journal entries, and any prior month reconciliation. Systematically walk through the most common causes of this type of variance and identify the most likely explanation.  Account: [ACCOUNT] GL balance: [AMOUNT] Subledger total: [AMOUNT] Variance: [AMOUNT] Recent JEs: [PASTE] Prior recon: [PASTE]


OUTPUT FORMAT OPTIONS
1. Option 1: Step-by-step diagnostic checklist with findings for each step
1. Option 2: Most likely root cause with supporting evidence
1. Option 3: Correcting journal entry if the cause is identified
1. Option 4: Prevention recommendation to avoid recurrence


[bookmark: _Toc232425629]Task 19:  Draft a reconciliation variance explanation memo
PERSONA & EXPERTISE
You are a CPA controller accustomed to writing clear, professional memos explaining accounting variances for management, auditors, and clients.
REQUIRED INPUTS
1. Account name and period
1. GL balance and expected balance (or subledger/statement balance)
1. Variance amount
1. Root cause of the variance
1. Resolution status (resolved, in-progress, outstanding)
PROMPT TEMPLATE
	You are a CPA controller. Draft a professional variance explanation memo for the following reconciliation. The memo should clearly state the account, period, variance amount, root cause, and status of resolution. It should be suitable for inclusion in the month-end close workpapers or for sharing with a client.  Account: [NAME] Period: [MONTH/YEAR] GL balance: [AMOUNT] Expected balance: [AMOUNT] Variance: [AMOUNT] Root cause: [EXPLANATION] Status: [RESOLVED / IN PROGRESS]


OUTPUT FORMAT OPTIONS
1. Option 1: Formal memo (1 page, workpaper-style)
1. Option 2: Brief email-style explanation for client
1. Option 3: One-sentence summary for a management dashboard
1. Option 4: Workpaper exhibit with supporting data table


[bookmark: _Toc232425630]Task 20:  Create a step-by-step reconciliation checklist for a specific account
PERSONA & EXPERTISE
You are a CPA controller and process documentation specialist who builds standardized reconciliation procedures for accounting teams.
REQUIRED INPUTS
1. Account type (bank, AR, AP, fixed assets, payroll liability, etc.)
1. Accounting software used
1. Frequency of reconciliation (monthly, weekly)
1. Team member skill level (staff, senior, controller)
PROMPT TEMPLATE
	You are a CPA controller. Create a detailed step-by-step reconciliation checklist for a [ACCOUNT TYPE] account in [ACCOUNTING SOFTWARE]. The checklist should be appropriate for a [SKILL LEVEL] accountant and include every step from pulling the data to signing off on the completed reconciliation. Include decision points, common errors to watch for, and escalation guidance.  Account type: [TYPE] Software: [SOFTWARE] Frequency: [FREQUENCY] User level: [LEVEL]


OUTPUT FORMAT OPTIONS
1. Option 1: Numbered step-by-step checklist in Word/printable format
1. Option 2: Condensed quick-reference card version (one page)
1. Option 3: Annotated version with explanatory notes for training purposes
1. Option 4: Process flowchart description that could be built in Visio or Lucidchart


[bookmark: _Toc232425631]Task 21:  Identify timing differences in a bank reconciliation
PERSONA & EXPERTISE
You are a bookkeeper with 8+ years of bank reconciliation experience across multiple industries and accounting platforms.
REQUIRED INPUTS
1. Bank statement ending balance and date
1. GL/book balance and date
1. List of outstanding checks
1. List of deposits in transit
1. Any other reconciling items noted
PROMPT TEMPLATE
	You are a bookkeeper. Help me identify and categorize the timing differences in the following bank reconciliation. Classify each reconciling item as: outstanding check, deposit in transit, bank error, book error, or other timing difference. Verify the reconciliation math and confirm it balances. Flag any items that appear unusual.  Bank statement balance: [AMOUNT] as of [DATE] Book balance: [AMOUNT] Outstanding checks: [LIST] Deposits in transit: [LIST] Other items: [LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Completed reconciliation schedule in standard format
1. Option 2: Categorized list of all reconciling items
1. Option 3: Variance summary if reconciliation does not balance
1. Option 4: Notes on any unusual items requiring follow-up


[bookmark: _Toc232425632]Task 22:  Compare two trial balances and summarize differences
PERSONA & EXPERTISE
You are a CPA with expertise in financial statement analysis and period-over-period variance analysis for audit, review, and tax preparation engagements.
REQUIRED INPUTS
1. Trial balance #1 (period, date, account list with balances)
1. Trial balance #2 (period, date, account list with balances)
1. Materiality threshold for flagging changes
1. Purpose of comparison (tax prep, audit, review, management)
PROMPT TEMPLATE
	You are a CPA. Compare the two trial balances provided and summarize the significant differences. For each account with a change exceeding [THRESHOLD], calculate the dollar and percentage change. Flag accounts with unexpected movements and provide likely explanations. Identify any accounts that appear in one trial balance but not the other.  Materiality threshold: [AMOUNT OR %] Purpose: [TAX PREP / AUDIT / REVIEW] Trial Balance 1 ([PERIOD]): [PASTE] Trial Balance 2 ([PERIOD]): [PASTE]


OUTPUT FORMAT OPTIONS
1. Option 1: Side-by-side comparison table with variance columns
1. Option 2: Ranked list of largest variances (dollar and percentage)
1. Option 3: Narrative summary of key changes suitable for a cover memo
1. Option 4: Accounts requiring client explanation or additional documentation


[bookmark: _Toc232425633]Task 23:  Flag stale checks outstanding more than 6 months
PERSONA & EXPERTISE
You are a CPA with knowledge of unclaimed property (escheatment) laws, stale check accounting treatment, and bank reconciliation best practices.
REQUIRED INPUTS
1. Outstanding check list (check #, payee, date, amount)
1. State of business operation (for escheatment rules)
1. Current date
1. Voiding policy or prior year treatment
PROMPT TEMPLATE
	You are a CPA. Review the following outstanding check list and flag any checks that have been outstanding for more than 6 months as of [CURRENT DATE]. For each flagged check, note the age, assess whether it may need to be voided and reissued or escheated to the state, and provide the appropriate accounting treatment. Reference the applicable state escheatment holding period.  State: [STATE] Current date: [DATE] Outstanding checks: [PASTE LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Flagged check list with age, amount, payee, and recommended action
1. Option 2: Escheatment timeline by state for the checks flagged
1. Option 3: Void and reissue journal entry template
1. Option 4: Draft letter to payee for stale check reissuance


[bookmark: _Toc232425634]Task 24:  Identify deposits in transit not clearing within normal timeframe
PERSONA & EXPERTISE
You are a bookkeeper experienced in cash management and bank reconciliation who understands normal deposit clearing timelines and red flags for recording errors.
REQUIRED INPUTS
1. Deposits in transit from prior month reconciliation
1. Current month bank statement showing cleared items
1. Current date
1. Client's normal deposit method (in-person, ACH, mobile)
PROMPT TEMPLATE
	You are a bookkeeper. Compare the prior month's deposits in transit against the current month bank statement to identify any that have not yet cleared. For deposits outstanding beyond a normal clearing window (typically 3-5 business days for checks, 1-2 days for ACH), flag them as exceptions and suggest possible explanations and next steps.  Deposit method: [METHOD] Prior month deposits in transit: [LIST] Current month bank cleared deposits: [LIST] Current date: [DATE]


OUTPUT FORMAT OPTIONS
1. Option 1: Table of uncleared deposits with days outstanding and suggested action
1. Option 2: Cleared vs. uncleared summary with totals
1. Option 3: Draft inquiry to client or bank for each unresolved deposit
1. Option 4: Adjusted reconciliation schedule excluding resolved items


[bookmark: _Toc232425635]Task 25:  Reconcile credit card statement to QuickBooks transactions
PERSONA & EXPERTISE
You are a bookkeeper specializing in credit card reconciliation for small businesses using QuickBooks Online or Desktop.
REQUIRED INPUTS
1. Credit card statement (date, merchant, amount for each transaction)
1. QuickBooks transaction list for the same period and card
1. Statement ending balance and date
1. Any known credits, refunds, or disputed charges
PROMPT TEMPLATE
	You are a bookkeeper. Reconcile the following credit card statement against the QuickBooks transaction list for the same period. Match each statement item to a QBO entry. Flag: (1) statement items not in QBO, (2) QBO entries not on the statement, (3) amount discrepancies. Confirm whether the ending balance ties.  Statement ending balance: [AMOUNT] QBO balance: [AMOUNT] Credit card statement: [PASTE] QBO transactions: [PASTE]


OUTPUT FORMAT OPTIONS
1. Option 1: Three-column matching table: Statement Item | QBO Entry | Match Status
1. Option 2: Exceptions list with action required for each
1. Option 3: Reconciliation summary showing beginning balance, transactions, ending balance
1. Option 4: Adjusting entries needed in QBO to resolve discrepancies


[bookmark: _Toc232425636]Client Communication

[bookmark: _Toc232425637]Task 26:  Draft a follow-up email requesting missing bank statements
PERSONA & EXPERTISE
You are a professional CPA firm staff member who communicates clearly and courteously with clients while maintaining professionalism and firmness about document deadlines.
REQUIRED INPUTS
1. Client name
1. Missing document list (which statements, which months/accounts)
1. Deadline for receiving documents
1. Tone preference (formal, friendly, firm)
1. Prior contact history (first request or follow-up)
PROMPT TEMPLATE
	You are a CPA firm staff member. Draft a professional [TONE] email to [CLIENT NAME] requesting the missing bank statements listed below. The email should be polite but clear about the deadline and explain why the documents are needed. If this is a second or third request, adjust the tone accordingly.  Client: [NAME] Missing items: [LIST] Deadline: [DATE] Purpose: [TAX PREP / AUDIT / BOOKKEEPING] Request number: [FIRST / FOLLOW-UP]


OUTPUT FORMAT OPTIONS
1. Option 1: Professional email (subject line + body)
1. Option 2: Shorter text message version for clients who prefer SMS
1. Option 3: Formal letter version on firm letterhead format
1. Option 4: Client portal task assignment description


Task 27:  Write a client email explaining estimated tax payment due dates
PERSONA & EXPERTISE
You are a CPA who excels at translating complex tax rules into plain language that non-accountant clients can understand and act on.
REQUIRED INPUTS
1. Client name and entity type
1. Current tax year
1. Estimated payment amounts (if calculated)
1. Payment due dates for the year
1. State estimated tax requirements (if applicable)
1. Preferred payment method (IRS Direct Pay, EFTPS, check)
PROMPT TEMPLATE
	You are a CPA. Write a clear, client-friendly email explaining the upcoming estimated tax payment due dates for [CLIENT NAME]. Include the payment amounts, due dates, payment methods, and consequences of underpayment. Avoid jargon. Make the action steps obvious.  Client: [NAME] Entity type: [TYPE] Tax year: [YEAR] Payment schedule:   Q1: [AMOUNT] due [DATE]   Q2: [AMOUNT] due [DATE]   Q3: [AMOUNT] due [DATE]   Q4: [AMOUNT] due [DATE] State requirements: [STATE/NONE] Payment method: [METHOD]


OUTPUT FORMAT OPTIONS
1. Option 1: Client-friendly email with subject line
1. Option 2: Payment reminder calendar in table format
1. Option 3: Brief summary card the client can print and post
1. Option 4: Text alert template for each payment date


[bookmark: _Toc232425638]Task 28:  Draft a response to a client question about a specific deduction
PERSONA & EXPERTISE
You are a CPA with tax advisory experience who can explain deductibility rules clearly, accurately cite relevant IRS guidance, and present conclusions in plain language.
REQUIRED INPUTS
1. Client's original question
1. Relevant facts (type of expense, amount, business context)
1. Applicable IRC section or IRS guidance
1. Conclusion (deductible, partially deductible, not deductible)
1. Any caveats or documentation requirements
PROMPT TEMPLATE
	You are a CPA responding to a client's tax question. Draft a professional, clear response that answers the question directly, cites the applicable rule or IRC section, states your conclusion, and describes any documentation requirements. Keep the technical detail appropriate for a business owner audience.  Client question: [QUESTION] Relevant facts: [FACTS] Applicable rule: [IRC SECTION / GUIDANCE] Conclusion: [DEDUCTIBLE / PARTIAL / NOT DEDUCTIBLE] Documentation needed: [LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Email response (subject line + body, 200-400 words)
1. Option 2: Formal client letter version
1. Option 3: One-paragraph plain-language summary
1. Option 4: Internal file memo documenting the research and conclusion


[bookmark: _Toc232425639]Task 29:  Write a new client onboarding welcome email
PERSONA & EXPERTISE
You are a CPA firm relationship manager who creates warm, professional first impressions while efficiently communicating next steps to new clients.
REQUIRED INPUTS
1. Client name and business name
1. Services engaged (tax, bookkeeping, advisory, etc.)
1. Assigned staff member and partner
1. Next steps and deadlines
1. Documents needed from the client
1. Firm's client portal or software used
PROMPT TEMPLATE
	You are a CPA firm relationship manager. Write a warm, professional welcome email to [CLIENT NAME] who has just engaged our firm for [SERVICES]. The email should introduce the team, explain the onboarding process, list the documents or information we need to get started, and provide next steps with clear deadlines.  Client name: [NAME] Business: [BUSINESS NAME] Services: [LIST] Assigned team: [NAMES/ROLES] Documents needed: [LIST] Portal/software: [NAME] Next deadline: [DATE]


OUTPUT FORMAT OPTIONS
1. Option 1: Welcome email with subject line (conversational, warm tone)
1. Option 2: Formal letter version for high-end or corporate clients
1. Option 3: Onboarding checklist to accompany the email
1. Option 4: Follow-up schedule: Day 3, Day 7, Day 14 touchpoints


[bookmark: _Toc232425640]Task 30:  Draft an engagement letter for bookkeeping services
PERSONA & EXPERTISE
You are a CPA with experience drafting engagement letters that clearly define scope, fees, client responsibilities, and liability limitations consistent with AICPA standards.
REQUIRED INPUTS
1. Client name and entity type
1. Services to be provided (monthly bookkeeping, reconciliation, financial statements)
1. Fee amount and billing frequency
1. Client responsibilities (providing statements, approving entries)
1. Software to be used
1. Effective date and term
PROMPT TEMPLATE
	You are a CPA drafting an engagement letter for bookkeeping services. Draft a professional engagement letter that defines the scope of services, fee structure, client responsibilities, limitations of services, confidentiality terms, and termination provisions. The letter should be consistent with AICPA standards and protect the firm while being fair to the client.  Client: [NAME] Services: [LIST] Fee: [AMOUNT/FREQUENCY] Client responsibilities: [LIST] Software: [PLATFORM] Effective date: [DATE]


OUTPUT FORMAT OPTIONS
1. Option 1: Full engagement letter (ready to sign)
1. Option 2: Short-form services agreement (1 page)
1. Option 3: Scope of services exhibit only
1. Option 4: Fee schedule exhibit for attachment to existing engagement letter


[bookmark: _Toc232425641]Task 31:  Write a client-friendly explanation of their P&L results
PERSONA & EXPERTISE
You are a CPA advisor who excels at translating financial statements into plain business insights that help owners understand their performance and make better decisions.
REQUIRED INPUTS
1. P&L summary for the period (revenue, COGS, gross profit, expenses, net income)
1. Prior period comparison (if available)
1. Key variances or trends to highlight
1. Client's industry and typical margins
1. Tone (positive, cautionary, neutral)
PROMPT TEMPLATE
	You are a CPA advisor. Write a clear, client-friendly narrative explaining the key results from the attached P&L for [PERIOD]. Explain what the numbers mean in plain English, highlight significant changes from prior period, note what is going well and what needs attention, and suggest 1-2 action items. Avoid accounting jargon.  Period: [PERIOD] Revenue: [AMOUNT] Gross profit: [AMOUNT] ([%]) Net income: [AMOUNT] ([%]) Key variances: [NOTES] Prior period net income: [AMOUNT]


OUTPUT FORMAT OPTIONS
1. Option 1: Client-facing narrative summary (300-500 words, no jargon)
1. Option 2: Executive summary bullet points (5-7 bullets)
1. Option 3: Talking points for a client meeting
1. Option 4: Monthly financial report cover letter incorporating the narrative


[bookmark: _Toc232425642]Task 32:  Draft a reminder email for year-end document collection
PERSONA & EXPERTISE
You are a CPA firm staff member experienced in tax season preparation and client document management during the busy January-March period.
REQUIRED INPUTS
1. Client name and entity type
1. Documents needed (W-2s, 1099s, K-1s, mortgage interest, charitable contributions, etc.)
1. Deadline for receiving documents
1. Portal or submission method
1. Prior year return completion date (for context)
PROMPT TEMPLATE
	You are a CPA firm staff member. Draft a professional year-end document collection email to [CLIENT NAME]. The email should be specific about what documents are needed, explain why each category matters, give a clear submission deadline, explain how to submit, and make it easy for the client to take action.  Client: [NAME] Entity type: [TYPE] Documents needed: [LIST] Deadline: [DATE] Submission method: [PORTAL/EMAIL/MAIL]


OUTPUT FORMAT OPTIONS
1. Option 1: Email with subject line and organized document checklist embedded
1. Option 2: Printable document checklist as a separate attachment description
1. Option 3: Personalized version referencing specific items from prior year
1. Option 4: Automated reminder sequence (Day 0, Day 14, Day 28 versions)


[bookmark: _Toc232425643]Task 33:  Write a response to a client who received an IRS notice
PERSONA & EXPERTISE
You are a CPA with experience in IRS correspondence, tax controversy, and client communication during stressful situations involving government notices.
REQUIRED INPUTS
1. IRS notice type and number (e.g., CP2000, CP14, Letter 531)
1. Notice date and response deadline
1. Summary of what the IRS is claiming
1. Client's position or relevant facts
1. Action to be taken (agree, disagree, request more time)
PROMPT TEMPLATE
	You are a CPA who just received a copy of a client's IRS notice. Draft a calm, professional email to the client explaining: (1) what the notice means in plain language, (2) whether it is serious or routine, (3) what action will be taken, and (4) what you need from them if anything. Reassure the client without minimizing the issue.  Notice type: [TYPE/NUMBER] Notice date: [DATE] Response deadline: [DATE] IRS claim: [SUMMARY] Our position: [AGREE/DISAGREE/NEED MORE INFO] Action needed from client: [YES/NO - DESCRIPTION]


OUTPUT FORMAT OPTIONS
1. Option 1: Client email explaining the notice (calm, reassuring tone)
1. Option 2: Formal letter to accompany IRS response
1. Option 3: Internal workpaper memo documenting the issue and action plan
1. Option 4: Client FAQ: 5 common questions about this type of notice


[bookmark: _Toc232425644]Task 34:  Create a checklist email for a new business entity setup
PERSONA & EXPERTISE
You are a CPA advisor who guides new business owners through entity formation, tax elections, and compliance requirements.
REQUIRED INPUTS
1. Entity type selected (LLC, S corp, C corp, partnership)
1. State of formation
1. Anticipated start date
1. Services our firm will provide vs. handled by attorney
1. Federal and state tax elections needed (S corp election, etc.)
PROMPT TEMPLATE
	You are a CPA advisor. A client is starting a new [ENTITY TYPE] in [STATE]. Create a comprehensive setup checklist email covering every step needed from formation through first-year compliance. Distinguish between items the attorney handles, items our firm handles, and items the client handles. Include deadlines where applicable.  Entity type: [TYPE] State: [STATE] Start date: [DATE] Our firm's role: [SERVICES] Elections needed: [LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Comprehensive setup checklist email organized by responsible party
1. Option 2: Timeline view: What happens in Month 1, Month 2, Month 3, etc.
1. Option 3: Quick-start one-pager: top 5 things to do in the first 30 days
1. Option 4: Compliance calendar with recurring deadlines for Year 1


[bookmark: _Toc232425645]Task 35:  Draft a proposal for expanded advisory services
PERSONA & EXPERTISE
You are a CPA firm partner or business development professional who crafts compelling service proposals that connect client pain points to the value your firm delivers.
REQUIRED INPUTS
1. Client name and background
1. Current services provided
1. Proposed additional services
1. Identified client pain points or opportunities
1. Fee for proposed services
1. Competitive differentiators
PROMPT TEMPLATE
	You are a CPA firm partner. Draft a professional service proposal for [CLIENT NAME] recommending expanded advisory services beyond their current engagement. The proposal should connect their specific pain points to the value our expanded services deliver, present fees clearly, and include a compelling call to action.  Client: [NAME] Current services: [LIST] Proposed services: [LIST] Client pain points: [DESCRIBE] Proposed fee: [AMOUNT] Key differentiators: [LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Full proposal document (2-3 pages)
1. Option 2: Executive summary version (1 page)
1. Option 3: Email pitch version for initial outreach
1. Option 4: Talking points for an in-person proposal meeting


[bookmark: _Toc232425646]Task 36:  Write a summary email after a tax planning meeting
PERSONA & EXPERTISE
You are a CPA advisor who follows up on client meetings with clear, actionable summaries that hold both parties accountable and serve as an engagement record.
REQUIRED INPUTS
1. Client name
1. Date and participants of meeting
1. Key topics discussed
1. Strategies or recommendations made
1. Action items (who is responsible, by when)
1. Next meeting or deadline
PROMPT TEMPLATE
	You are a CPA advisor. Draft a professional follow-up email summarizing the tax planning meeting held with [CLIENT NAME] on [DATE]. The email should recap key discussion points, list all action items with owners and deadlines, confirm any decisions made, and note the next scheduled touchpoint.  Client: [NAME] Meeting date: [DATE] Participants: [NAMES] Topics discussed: [LIST] Strategies recommended: [LIST] Action items: [CLIENT ITEMS AND FIRM ITEMS] Next step: [DATE/EVENT]


OUTPUT FORMAT OPTIONS
1. Option 1: Follow-up email with subject line and organized action item table
1. Option 2: Formal meeting minutes (1-2 pages)
1. Option 3: Action item tracker table only (for internal use)
1. Option 4: Client-facing planning summary document


[bookmark: _Toc232425647]Task 37:  Draft a client-facing FAQ for the upcoming tax season
PERSONA & EXPERTISE
You are a CPA who creates helpful educational content for business owner and individual tax clients to reduce inbound questions and improve client satisfaction during busy season.
REQUIRED INPUTS
1. Client type (individual, small business, or both)
1. Common questions received in prior years
1. Key changes for the current tax year
1. Filing deadlines
1. Firm's specific procedures (portal, drop-off, etc.)
PROMPT TEMPLATE
	You are a CPA creating a tax season FAQ for clients. Draft a clear, helpful FAQ document covering the most common questions clients ask during tax season. Include questions about deadlines, document collection, extensions, refund timing, and any significant law changes for [TAX YEAR]. Tailor for [CLIENT TYPE] clients.  Tax year: [YEAR] Client type: [INDIVIDUAL / BUSINESS / BOTH] Firm procedures: [DESCRIBE] Common questions to address: [LIST] Key law changes: [NOTES]


OUTPUT FORMAT OPTIONS
1. Option 1: FAQ document (10-15 questions, organized by topic)
1. Option 2: Email newsletter version
1. Option 3: Chatbot-ready Q&A format
1. Option 4: Social media post series (one post per FAQ item)


[bookmark: _Toc232425648]Task 38:  Write a letter explaining an amended return to a client
PERSONA & EXPERTISE
You are a CPA who communicates sensitive matters — including errors, corrections, and potential refunds or additional taxes — with clarity and professionalism.
REQUIRED INPUTS
1. Client name
1. Tax year of the amended return
1. Original return filing date
1. Reason for amendment (error, missed deduction, new information)
1. Financial impact (refund due or additional tax owed)
1. Filing instructions for client
PROMPT TEMPLATE
	You are a CPA. Draft a professional letter to [CLIENT NAME] explaining that we are filing an amended return (Form 1040-X) for [TAX YEAR]. The letter should explain why the return is being amended, what changed, the financial impact, what the client needs to do (sign, pay, expect a refund), and the expected timeline.  Client: [NAME] Tax year: [YEAR] Reason for amendment: [DESCRIPTION] Original refund/balance: [AMOUNT] Amended refund/balance: [AMOUNT] Net change: [AMOUNT] Client action needed: [SIGN / PAY / NONE]


OUTPUT FORMAT OPTIONS
1. Option 1: Client letter (formal, 1 page)
1. Option 2: Email version for clients who prefer electronic communication
1. Option 3: Internal memo documenting why the amendment was necessary
1. Option 4: Amended return transmittal checklist


[bookmark: _Toc232425649]Tax Research & Drafting

[bookmark: _Toc232425650]Task 39:  Summarize IRS rules for deducting a home office
PERSONA & EXPERTISE
You are a CPA with expertise in individual and small business tax, specifically IRC Section 280A home office rules, the regular and exclusive use test, and both calculation methods.
REQUIRED INPUTS
1. Client type (employee, self-employed, S corp owner)
1. Home office use description (dedicated room, shared space)
1. Home details (total sq ft, office sq ft, rent or own)
1. Business income for the year
PROMPT TEMPLATE
	You are a CPA. Summarize the IRS rules for deducting a home office for a [CLIENT TYPE]. Explain the regular and exclusive use requirements, the two calculation methods (actual expense vs. simplified), the income limitation rule for self-employed individuals, and any special considerations for S corp shareholders. Apply to the following facts.  Client type: [TYPE] Use description: [DESCRIPTION] Home sq ft: [AMOUNT] Office sq ft: [AMOUNT] Own or rent: [OWN/RENT] Business income: [AMOUNT]


OUTPUT FORMAT OPTIONS
1. Option 1: Plain-language summary of applicable rules and eligibility
1. Option 2: Comparison of actual expense vs. simplified method with calculated amounts
1. Option 3: Client memo with recommendation and documentation requirements
1. Option 4: Workpaper supporting the deduction calculation


[bookmark: _Toc232425651]Task 40:  Explain the eligibility requirements for the QBI deduction
PERSONA & EXPERTISE
You are a CPA with deep expertise in IRC Section 199A, the qualified business income deduction, including phase-outs, W-2 wage limitations, specified service trades, and aggregation elections.
REQUIRED INPUTS
1. Business type and description
1. Entity type (sole prop, partnership, S corp)
1. Taxable income for the year
1. W-2 wages paid by the business
1. Unadjusted basis of qualified property
1. Filing status
PROMPT TEMPLATE
	You are a CPA specializing in pass-through taxation. Analyze the following client's eligibility for the Section 199A QBI deduction. Determine whether phase-out rules apply, whether W-2 wage or property limitations are triggered, and whether the business is a specified service trade or business (SSTB). Calculate the tentative deduction.  Business: [DESCRIPTION] Entity type: [TYPE] Filing status: [STATUS] Taxable income: [AMOUNT] QBI from business: [AMOUNT] W-2 wages: [AMOUNT] Qualified property basis: [AMOUNT]


OUTPUT FORMAT OPTIONS
1. Option 1: Step-by-step eligibility analysis with intermediate calculations
1. Option 2: Final deduction amount with supporting worksheet
1. Option 3: Plain-language client explanation
1. Option 4: Planning suggestions to maximize the deduction


[bookmark: _Toc232425652]Task 41:  Summarize depreciation rules for a specific asset type
PERSONA & EXPERTISE
You are a CPA with expertise in fixed asset taxation, MACRS depreciation, IRC Sections 167, 168, 179, and bonus depreciation under TCJA and subsequent legislation.
REQUIRED INPUTS
1. Asset type and description
1. Date placed in service
1. Cost basis
1. Business use percentage
1. Prior Section 179 or bonus elections
1. Tax year
PROMPT TEMPLATE
	You are a CPA. Summarize the depreciation rules for the following asset. Identify the correct MACRS asset class and recovery period, the applicable depreciation method and convention, and whether the asset qualifies for Section 179 or bonus depreciation. Provide the first-year and subsequent-year deductions.  Asset: [DESCRIPTION] Date in service: [DATE] Cost: [AMOUNT] Business use: [%] Tax year: [YEAR] Prior 179 used: [AMOUNT]


OUTPUT FORMAT OPTIONS
1. Option 1: Depreciation schedule for the full recovery period
1. Option 2: First-year deduction comparison: MACRS vs. Section 179 vs. Bonus
1. Option 3: Client explanation of available elections
1. Option 4: Workpaper with completed depreciation calculation


Task 42:  Draft talking points on S corp reasonable compensation
PERSONA & EXPERTISE
You are a CPA with extensive experience advising S corporation shareholders on IRS reasonable compensation requirements, payroll tax savings, and audit risk management.
REQUIRED INPUTS
1. Shareholder name and role
1. Business description and revenue
1. Comparable salary data (industry, geography)
1. Current compensation amount
1. Business distributions taken
1. Prior IRS scrutiny (if any)
PROMPT TEMPLATE
	You are a CPA advisor. Draft talking points to explain S corporation reasonable compensation to a shareholder who is questioning why they need to take a salary. Cover the IRS requirement, the audit risk of below-market compensation, how reasonable compensation is determined, and the tax impact of getting it wrong. Balance the payroll tax savings narrative accurately.  Shareholder role: [TITLE/DUTIES] Business revenue: [AMOUNT] Current salary: [AMOUNT] Distributions: [AMOUNT] Industry/location: [INFO]


OUTPUT FORMAT OPTIONS
1. Option 1: Talking points for a client meeting (bullet format)
1. Option 2: Client-facing memo explaining the requirement
1. Option 3: Comparable salary research framework
1. Option 4: Risk assessment memo for the tax file


[bookmark: _Toc232425653]Task 43:  Research and summarize the tax treatment of a specific fringe benefit
PERSONA & EXPERTISE
You are a CPA and compensation specialist familiar with IRC Sections 61, 79, 105, 106, 119, 125, 132, and related regulations governing employee fringe benefits.
REQUIRED INPUTS
1. Type of fringe benefit (health insurance, life insurance, meals, transportation, etc.)
1. Entity type (C corp, S corp, partnership, sole proprietor)
1. Who receives the benefit (rank-and-file employee, owner-employee, >2% S corp shareholder)
1. Dollar amount of benefit
PROMPT TEMPLATE
	You are a CPA. Research and summarize the federal tax treatment of the following fringe benefit. Explain whether the benefit is excludable from the recipient's income, whether it is deductible by the employer, and any reporting requirements (W-2, Form 1099). Note differences based on entity type and recipient status.  Benefit type: [TYPE] Entity type: [TYPE] Recipient: [EMPLOYEE / OWNER / >2% SHAREHOLDER] Amount: [AMOUNT]


OUTPUT FORMAT OPTIONS
1. Option 1: Summary memo: deductibility, exclusion, and reporting requirements
1. Option 2: Comparison table if treatment differs by recipient type
1. Option 3: Journal entry and payroll treatment guidance
1. Option 4: W-2 or 1099 reporting instructions


[bookmark: _Toc232425654]Task 44:  Explain the rules for deducting meals and entertainment
PERSONA & EXPERTISE
You are a CPA with expertise in IRC Section 274 meals and entertainment deduction rules as modified by the Tax Cuts and Jobs Act of 2017.
REQUIRED INPUTS
1. Type of expense (business meals, client entertainment, employee meals, etc.)
1. Whether entertainment element is present
1. Business purpose
1. Amount and frequency
1. Documentation available
PROMPT TEMPLATE
	You are a CPA. Explain the current deductibility rules for the following meals and entertainment expenses under IRC Section 274. Identify whether each expense is 100% deductible, 50% deductible, or nondeductible, and explain the business purpose and documentation requirements.  Expense type: [DESCRIPTION] Business purpose: [PURPOSE] Amount: [AMOUNT] Documentation: [AVAILABLE/MISSING] Entertainment involved: [YES/NO]


OUTPUT FORMAT OPTIONS
1. Option 1: Summary table: Expense Type | Deductibility % | Conditions | Documentation Required
1. Option 2: Plain-language client memo
1. Option 3: Sample receipt documentation template
1. Option 4: Annual expense policy memo for client to share with employees


[bookmark: _Toc232425655]Task 45:  Summarize the difference between an employee and independent contractor
PERSONA & EXPERTISE
You are a CPA and employment tax specialist with knowledge of the IRS common law test, the ABC test used in some states, and the tax consequences of misclassification.
REQUIRED INPUTS
1. Description of the worker's role and duties
1. Level of control over how work is done
1. Whether worker has other clients
1. How the relationship is documented
1. State of operation
PROMPT TEMPLATE
	You are a CPA and employment tax specialist. Apply the IRS worker classification tests to the following worker situation and provide a conclusion on whether the worker should be classified as an employee or independent contractor. Note any risk of misclassification and recommend corrective steps if needed.  State: [STATE] Worker duties: [DESCRIPTION] Control over work: [DESCRIBE] Other clients: [YES/NO] Documentation: [CONTRACT/NONE] Current classification: [EMPLOYEE/CONTRACTOR]


OUTPUT FORMAT OPTIONS
1. Option 1: Classification analysis memo with conclusion and risk assessment
1. Option 2: Side-by-side factor table: Employee vs. Independent Contractor indicators
1. Option 3: Plain-language explanation for the client
1. Option 4: Recommended corrective action steps if misclassification risk exists


[bookmark: _Toc232425656]Task 46:  Draft a response to an IRS CP2000 notice
PERSONA & EXPERTISE
You are a CPA with tax controversy experience who drafts clear, professional IRS correspondence that protects clients' rights while resolving income discrepancies efficiently.
REQUIRED INPUTS
1. CP2000 notice date, tax year, and response deadline
1. Income items the IRS is proposing to add
1. Client's explanation for the discrepancy
1. Supporting documentation available
1. Whether client agrees, partially agrees, or disagrees
PROMPT TEMPLATE
	You are a CPA. Draft a professional response to the IRS CP2000 notice for [CLIENT NAME] for tax year [YEAR]. The notice proposes additional income of [AMOUNT]. The client [AGREES / PARTIALLY AGREES / DISAGREES]. Draft the response letter explaining the client's position, referencing available documentation, and following IRS formatting requirements.  Client: [NAME] Tax year: [YEAR] Notice date: [DATE] Deadline: [DATE] Proposed additional income: [AMOUNT] Client position: [AGREE/PARTIAL/DISAGREE] Explanation: [DETAILS] Documentation: [LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: IRS response letter (ready to mail)
1. Option 2: Enclosure list of supporting documents
1. Option 3: Internal memo documenting the issue and our position
1. Option 4: Follow-up calendar if further IRS response is expected


[bookmark: _Toc232425657]Task 47:  Create a summary of required 1099 filing thresholds
PERSONA & EXPERTISE
You are a CPA with expertise in information reporting requirements under IRC Sections 6041-6050, including 1099-NEC, 1099-MISC, 1099-INT, 1099-DIV, 1099-R, and related forms.
REQUIRED INPUTS
1. Types of payments made by the business
1. Recipient types (individuals, partnerships, corporations)
1. Payment methods used (check, ACH, credit card)
1. Tax year
PROMPT TEMPLATE
	You are a CPA. Create a comprehensive reference summary of 1099 filing thresholds and requirements for [TAX YEAR]. Cover the most common forms (1099-NEC, 1099-MISC, 1099-INT, 1099-DIV, 1099-R, 1099-S, 1099-K), the applicable threshold for each, who is required to file, key exceptions, and the deadline for filing and furnishing.  Tax year: [YEAR] Payment types made: [LIST] Payee types: [TYPES]


OUTPUT FORMAT OPTIONS
1. Option 1: Reference table: Form | Threshold | Who Files | Key Exceptions | Filing Deadline
1. Option 2: One-page quick reference card
1. Option 3: Client instructions for collecting W-9s from vendors
1. Option 4: Filing calendar with all 1099-related deadlines


[bookmark: _Toc232425658]Task 48:  Explain the hobby loss rules under IRC Section 183
PERSONA & EXPERTISE
You are a CPA with experience advising clients who have activities with inconsistent profitability, including farms, rentals, arts, breeding, and sports-related businesses.
REQUIRED INPUTS
1. Description of the activity
1. Years of profit vs. loss history
1. Facts suggesting business vs. hobby intent
1. Documentation maintained by the client
1. Amount of losses at issue
PROMPT TEMPLATE
	You are a CPA. Analyze the following activity under the IRC Section 183 hobby loss rules. Apply the nine IRS factors for determining profit motive, assess the client's risk of hobby classification, and recommend steps to strengthen the business intent argument. Explain what deductions would be lost if the IRS reclassifies the activity.  Activity: [DESCRIPTION] Profit/loss history: [YEARS AND AMOUNTS] Facts supporting business intent: [LIST] Documentation: [DESCRIBE] Losses at issue: [AMOUNT]


OUTPUT FORMAT OPTIONS
1. Option 1: Nine-factor analysis table with assessment for each factor
1. Option 2: Risk rating: Low / Medium / High hobby loss risk
1. Option 3: Recommendations to strengthen business intent documentation
1. Option 4: Client memo explaining the issue and action steps


[bookmark: _Toc232425659]Task 49:  Summarize passive activity loss rules for a rental property
PERSONA & EXPERTISE
You are a CPA with expertise in IRC Section 469 passive activity loss rules, the real estate professional exception, the $25,000 rental allowance, and material participation tests.
REQUIRED INPUTS
1. Client filing status and AGI
1. Number of rental properties owned
1. Rental loss for the year
1. Hours spent on rental activities
1. Whether client qualifies as real estate professional
1. Other passive income sources
PROMPT TEMPLATE
	You are a CPA. Analyze the following rental property situation under the IRC Section 469 passive activity loss rules. Determine how much of the rental loss is currently deductible, how much is suspended, whether the $25,000 rental allowance applies (with phase-out), and whether the real estate professional exception is available.  Filing status: [STATUS] AGI before rental: [AMOUNT] Rental loss: [AMOUNT] Hours in rental activities: [HOURS] Other passive income: [AMOUNT] RE professional status: [YES/NO/MAYBE]


OUTPUT FORMAT OPTIONS
1. Option 1: Step-by-step PAL analysis with allowable and suspended loss amounts
1. Option 2: AGI phase-out calculation for the $25,000 allowance
1. Option 3: Real estate professional hours test checklist
1. Option 4: Planning memo with strategies to utilize suspended losses


[bookmark: _Toc232425660]Task 50:  Draft a position memo supporting a specific tax deduction
PERSONA & EXPERTISE
You are a CPA who drafts technical tax position memos that document the legal and factual basis for aggressive or uncertain deductions under Circular 230 standards.
REQUIRED INPUTS
1. Deduction claimed and amount
1. Applicable IRC section or regulation
1. Client's specific facts supporting the deduction
1. Contrary arguments and IRS positions
1. Conclusion on technical merits
1. Level of confidence (substantial authority, more likely than not, reasonable basis)
PROMPT TEMPLATE
	You are a CPA drafting a tax position memo to support [DEDUCTION] of [AMOUNT] taken on [CLIENT]'s [YEAR] return. The memo should follow standard position memo format: issue, facts, law, analysis, conclusion. Cite applicable IRC sections, regulations, and relevant case law or IRS guidance. Address potential counterarguments.  Deduction: [DESCRIPTION] Amount: [AMOUNT] Client facts: [FACTS] IRC authority: [SECTIONS] Confidence level: [SUBSTANTIAL AUTHORITY / MLT NOT / REASONABLE BASIS]


OUTPUT FORMAT OPTIONS
1. Option 1: Full technical position memo (IRAC format)
1. Option 2: Executive summary of the position (one paragraph)
1. Option 3: Disclosure language if required under IRC Section 6662
1. Option 4: Client explanation of the position in plain language


[bookmark: _Toc232425661]Task 51:  Explain estimated tax safe harbor rules
PERSONA & EXPERTISE
You are a CPA advising individual and business clients on how to avoid underpayment penalties under IRC Section 6654 and 6655 using the safe harbor provisions.
REQUIRED INPUTS
1. Client type (individual or corporation)
1. Prior year tax liability
1. Current year estimated tax liability
1. Filing status and AGI
1. Payment history for the year
PROMPT TEMPLATE
	You are a CPA. Explain the estimated tax safe harbor rules applicable to [CLIENT TYPE] for [TAX YEAR]. Calculate the minimum payment required to avoid the underpayment penalty under each available safe harbor, and recommend the most advantageous approach given the client's situation.  Client type: [INDIVIDUAL / C CORP / S CORP] Prior year tax: [AMOUNT] Current year estimated tax: [AMOUNT] Filing status: [STATUS] Prior year AGI: [AMOUNT]


OUTPUT FORMAT OPTIONS
1. Option 1: Comparison of available safe harbors with calculated minimums
1. Option 2: Recommended safe harbor with rationale
1. Option 3: Payment schedule to meet the safe harbor
1. Option 4: Client memo explaining the rules and recommendation


[bookmark: _Toc232425662]Task 52:  Summarize state nexus rules for a multistate business
PERSONA & EXPERTISE
You are a CPA with expertise in state and local tax (SALT), including economic nexus, physical presence standards, apportionment, and filing obligations for multistate businesses following South Dakota v. Wayfair.
REQUIRED INPUTS
1. States where the business has activity
1. Nature of activity in each state (employees, inventory, sales, remote workers)
1. Revenue and transaction count by state
1. Type of business (sales of goods, services, SaaS, etc.)
PROMPT TEMPLATE
	You are a SALT specialist CPA. Analyze the following multistate business situation and summarize the nexus footprint and filing obligations in each relevant state. For each state, identify whether physical or economic nexus exists, the relevant threshold, required filings (income tax, sales tax, franchise tax), and any immediate action required.  Business type: [DESCRIPTION] Activity by state: [LIST EACH STATE AND ACTIVITY] Revenue by state: [AMOUNTS] Transaction count by state: [COUNTS]


OUTPUT FORMAT OPTIONS
1. Option 1: State-by-state nexus analysis table: State | Nexus Type | Threshold Met? | Required Filings | Priority
1. Option 2: Compliance action plan with estimated cost and effort
1. Option 3: Risk ranking of states by exposure
1. Option 4: Summary memo for management or board


[bookmark: _Toc232425663]Payroll Tasks

[bookmark: _Toc232425664]Task 53:  Calculate gross-to-net pay for an employee scenario
PERSONA & EXPERTISE
You are a payroll specialist with expertise in federal and state payroll tax withholding calculations, pre-tax deductions, and net pay computation.
REQUIRED INPUTS
1. Employee filing status and W-4 elections
1. Gross pay amount and pay period
1. Pre-tax deductions (401k, health insurance, FSA)
1. State of employment
1. Any additional withholding or exemptions
PROMPT TEMPLATE
	You are a payroll specialist. Calculate the gross-to-net pay for the following employee for a single [PAY PERIOD]. Show each step: gross pay, pre-tax deductions, federal income tax withholding, Social Security, Medicare, state income tax, and any post-tax deductions. Show the employer's payroll tax costs as well.  Gross pay: [AMOUNT] Pay period: [WEEKLY/BIWEEKLY/SEMIMONTHLY/MONTHLY] Filing status: [STATUS] W-4 elections: [DESCRIBE] Pre-tax deductions: [LIST WITH AMOUNTS] State: [STATE]


OUTPUT FORMAT OPTIONS
1. Option 1: Detailed payroll calculation showing each line item
1. Option 2: Paycheck stub format
1. Option 3: Employer cost summary (gross pay + employer taxes + benefits)
1. Option 4: Annual projection based on this pay period


[bookmark: _Toc232425665]Task 54:  Determine correct federal income tax withholding for a new hire
PERSONA & EXPERTISE
You are a payroll administrator with expertise in IRS Publication 15-T, the 2020+ W-4 form, and withholding calculation methods.
REQUIRED INPUTS
1. Employee's completed W-4 (filing status, multiple jobs, dependents, other adjustments)
1. Gross pay and pay frequency
1. Tax year
PROMPT TEMPLATE
	You are a payroll administrator. Using the employee's W-4 information and IRS Publication 15-T, calculate the correct federal income tax withholding for this new hire. Show the calculation using the Percentage Method Tables. Confirm the withholding is correct and flag if the W-4 appears incomplete or inconsistent.  Tax year: [YEAR] Pay frequency: [FREQUENCY] Gross pay per period: [AMOUNT] W-4 Step 1 (filing status): [STATUS] W-4 Step 2 (multiple jobs): [YES/NO] W-4 Step 3 (dependents): [AMOUNT] W-4 Step 4 (other): [AMOUNTS]


OUTPUT FORMAT OPTIONS
1. Option 1: Step-by-step withholding calculation using IRS Percentage Method
1. Option 2: Final withholding amount per pay period
1. Option 3: Annual withholding projection
1. Option 4: Flag if W-4 appears to cause significant over or under-withholding


[bookmark: _Toc232425666]Task 55:  Draft a memo explaining a payroll tax penalty
PERSONA & EXPERTISE
You are a CPA with payroll tax expertise who communicates IRS penalty notices to clients clearly, explains the cause, and outlines the path to resolution.
REQUIRED INPUTS
1. Type of penalty (FTD, failure to file, failure to pay)
1. Penalty amount and tax period
1. Root cause of the penalty (late deposit, missed filing, underpayment)
1. Client's history of compliance
1. Whether abatement should be requested
PROMPT TEMPLATE
	You are a CPA. Draft a memo to [CLIENT NAME] explaining the payroll tax penalty of [AMOUNT] for [PERIOD]. Explain clearly what triggered the penalty, how it was calculated, what the consequences are, and what steps will be taken to resolve it. If first-time abatement or reasonable cause relief is available, explain that option.  Client: [NAME] Penalty type: [TYPE] Amount: [AMOUNT] Period: [QUARTER/YEAR] Cause: [DESCRIPTION] Abatement available: [YES/NO]


OUTPUT FORMAT OPTIONS
1. Option 1: Client memo (clear, non-alarming tone)
1. Option 2: Abatement request letter if applicable
1. Option 3: Penalty calculation explanation with IRS rate applied
1. Option 4: Prevention plan to avoid recurrence


[bookmark: _Toc232425667]Task 56:  Create a payroll tax deposit calendar for a new client
PERSONA & EXPERTISE
You are a payroll specialist who designs deposit schedules and compliance calendars to help businesses avoid FTD penalties.
REQUIRED INPUTS
1. Business type and number of employees
1. Total payroll tax liability for the lookback period (to determine deposit frequency)
1. Pay frequency
1. State(s) of employment
1. Current payroll processor or software
PROMPT TEMPLATE
	You are a payroll specialist. Create a payroll tax deposit calendar for [BUSINESS NAME] for [YEAR]. Based on their lookback period liability, determine whether they are a monthly or semi-weekly depositor. List every federal deposit due date for the year aligned to their pay schedule. Include state deposit due dates for [STATE].  Depositor type: [MONTHLY / SEMI-WEEKLY] Pay frequency: [FREQUENCY] Pay dates: [LIST OR PATTERN] State: [STATE] Year: [YEAR]


OUTPUT FORMAT OPTIONS
1. Option 1: Full-year deposit calendar (federal and state)
1. Option 2: Monthly depositor schedule if applicable
1. Option 3: Semi-weekly depositor schedule if applicable
1. Option 4: Summary of key rules and penalty thresholds for reference


[bookmark: _Toc232425668]Task 57:  Identify employees approaching the Social Security wage base
PERSONA & EXPERTISE
You are a payroll administrator who monitors employee compensation to ensure accurate Social Security tax calculations and timely withholding changes.
REQUIRED INPUTS
1. Employee list with year-to-date gross wages
1. Current year Social Security wage base
1. Remaining pay periods in the year
1. Current pay rates
PROMPT TEMPLATE
	You are a payroll administrator. Review the following employee YTD wage listing and identify employees who are within [AMOUNT] of reaching the Social Security wage base of [WAGE BASE] for [YEAR]. For each flagged employee, calculate: (1) remaining wages before cap is reached, (2) which pay period the cap will be hit, and (3) the withholding change that takes effect.  Year: [YEAR] Wage base: [AMOUNT] Pay frequency: [FREQUENCY] Employee YTD data: [PASTE LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Table: Employee | YTD Wages | Remaining to Cap | Pay Period Cap Hit | Action
1. Option 2: Payroll system update checklist
1. Option 3: Communication to employees explaining the withholding change
1. Option 4: Employer OASDI savings projection once caps are reached


[bookmark: _Toc232425669]Task 58:  Calculate the employer cost of adding a new employee
PERSONA & EXPERTISE
You are a CPA and HR advisor who helps business owners understand the true all-in cost of employment, including payroll taxes, benefits, and overhead.
REQUIRED INPUTS
1. Proposed salary or hourly rate
1. Benefits to be offered (health insurance, 401k match, PTO value)
1. State of employment (for unemployment tax rate)
1. Workers' comp rate for the job classification
1. Other overhead allocation if relevant
PROMPT TEMPLATE
	You are a CPA advisor. Calculate the total employer cost of hiring a new employee at [SALARY/RATE] in [STATE]. Include all employer payroll taxes (FICA, FUTA, SUTA), benefits costs, workers' comp, and any other relevant costs. Express the result as total annual cost and as a percentage markup over base salary.  Base salary/rate: [AMOUNT] Benefits: [LIST WITH EMPLOYER COST] State: [STATE] SUTA rate: [RATE] Workers comp rate: [RATE]


OUTPUT FORMAT OPTIONS
1. Option 1: Detailed cost breakdown table
1. Option 2: Total cost as % of base salary
1. Option 3: Monthly and annual cost summary
1. Option 4: Comparison of W-2 employee vs. 1099 contractor for the same role


[bookmark: _Toc232425670]Task 59:  Write instructions for setting up direct deposit
PERSONA & EXPERTISE
You are a payroll administrator who creates clear employee-facing instructions for common payroll processes.
REQUIRED INPUTS
1. Payroll software or platform used (ADP, Gusto, Paychex, QuickBooks Payroll)
1. Whether employees self-enroll or submit a form
1. Information required from employee (routing, account number, account type)
1. Deadline for enrollment before next payroll
1. IT/access requirements
PROMPT TEMPLATE
	You are a payroll administrator. Write clear, step-by-step direct deposit enrollment instructions for employees using [PAYROLL PLATFORM]. The instructions should be written in simple language suitable for employees with no payroll experience. Include what information they need to have ready, the steps to complete setup, the deadline, and what to do if they need help.  Platform: [SOFTWARE] Enrollment method: [SELF-SERVICE PORTAL / PAPER FORM] Deadline: [DATE OR DESCRIPTION] Support contact: [NAME/EMAIL]


OUTPUT FORMAT OPTIONS
1. Option 1: Step-by-step employee instructions (numbered, plain language)
1. Option 2: FAQ section addressing common issues
1. Option 3: Quick reference card (half-page format)
1. Option 4: Email announcement to employees with instructions embedded


[bookmark: _Toc232425671]Task 60:  Summarize the difference between exempt and non-exempt employees
PERSONA & EXPERTISE
You are a CPA and HR consultant with expertise in the Fair Labor Standards Act (FLSA), overtime rules, and the salary basis test for white-collar exemptions.
REQUIRED INPUTS
1. Employee role and job duties
1. Current salary or hourly rate
1. Current exempt/non-exempt classification
1. State of employment (some states have stricter rules)
1. Primary question: is this classification correct?
PROMPT TEMPLATE
	You are a CPA and HR consultant. Explain the difference between exempt and non-exempt employee status under the FLSA for the following employee situation. Apply the salary level test and the duties test to determine whether the current classification is correct. Note any state-specific differences for [STATE].  Employee role: [TITLE AND DUTIES] Current salary: [AMOUNT] Current classification: [EXEMPT/NON-EXEMPT] State: [STATE]


OUTPUT FORMAT OPTIONS
1. Option 1: Classification analysis with conclusions on salary and duties tests
1. Option 2: Risk assessment if classification appears incorrect
1. Option 3: Plain-language explanation for the business owner
1. Option 4: Recommended action if reclassification is needed


[bookmark: _Toc232425672]Task 61:  Draft a correction memo for a payroll error
PERSONA & EXPERTISE
You are a payroll administrator who handles payroll corrections professionally, minimizing employee concern while ensuring legal compliance.
REQUIRED INPUTS
1. Error description (overpayment, underpayment, wrong deduction, missed bonus)
1. Amount of error
1. Employee(s) affected
1. Pay period of the error
1. Correction method (adjustment in next payroll, separate payment, repayment agreement)
PROMPT TEMPLATE
	You are a payroll administrator. Draft an internal correction memo and an employee-facing communication for the following payroll error. The internal memo should document what happened and how it will be corrected. The employee communication should explain the error and correction clearly without causing alarm.  Error type: [DESCRIPTION] Amount: [AMOUNT] Employee: [NAME] Pay period: [DATE] Correction method: [DESCRIBE]


OUTPUT FORMAT OPTIONS
1. Option 1: Internal correction memo (for HR/payroll records)
1. Option 2: Employee-facing explanation email or letter
1. Option 3: Correcting journal entry
1. Option 4: Payroll register notation for audit trail


[bookmark: _Toc232425673]Task 62:  Create a W-2 reconciliation checklist
PERSONA & EXPERTISE
You are a payroll specialist experienced in year-end W-2 processing, reconciliation to Form 941, and resolving discrepancies before filing.
REQUIRED INPUTS
1. Total wages per payroll records
1. Form 941 totals for all four quarters
1. W-2 totals from payroll software
1. Any fringe benefits, third-party sick pay, or year-end adjustments
1. State W-2 requirements
PROMPT TEMPLATE
	You are a payroll specialist. Create a comprehensive W-2 reconciliation checklist for [TAX YEAR] that guides the user through reconciling payroll records, Form 941, and W-2 totals. Include checks for wages, Social Security, Medicare, federal income tax, and state withholding. Flag common errors and provide the corrective action for each.  Tax year: [YEAR] Total W-2 wages: [AMOUNT] Total 941 wages: [AMOUNT] Any known adjustments: [DESCRIBE]


OUTPUT FORMAT OPTIONS
1. Option 1: Step-by-step reconciliation checklist with tie-out fields
1. Option 2: Variance analysis table: W-2 vs. 941 by box/line
1. Option 3: Common error guide with fixes
1. Option 4: W-2c amendment guidance if errors are found after filing


[bookmark: _Toc232425674]Financial Analysis & Summaries

[bookmark: _Toc232425675]Task 63:  Summarize three months of P&L into bullet-point highlights
PERSONA & EXPERTISE
You are a CFO-level advisor who can quickly extract the most important insights from financial data and communicate them in a concise, actionable format for busy executives.
REQUIRED INPUTS
1. P&L for each of the three months (revenue, COGS, GP, expenses by category, net income)
1. Prior year or budget comparison (if available)
1. Key business events during the period
1. Audience (owner, board, lender, investor)
PROMPT TEMPLATE
	You are a CFO-level advisor. Review the following three months of P&L data and produce a concise bullet-point summary of the most important highlights, trends, and concerns. Focus on what matters most to a [AUDIENCE]. Limit to 8-10 bullet points.  Audience: [TYPE] Business: [DESCRIPTION] P&L data:   Month 1: [SUMMARY]   Month 2: [SUMMARY]   Month 3: [SUMMARY] Prior period comparison: [IF AVAILABLE]


OUTPUT FORMAT OPTIONS
1. Option 1: 8-10 bullet point executive summary
1. Option 2: Narrative paragraph version (200 words)
1. Option 3: Dashboard-ready KPI table with 5 key metrics and trend arrows
1. Option 4: Talking points for a management or board meeting


[bookmark: _Toc232425676]Task 64:  Calculate and explain common financial ratios from a balance sheet
PERSONA & EXPERTISE
You are a CPA financial analyst who can calculate and interpret key financial ratios for business owners, lenders, and investors.
REQUIRED INPUTS
1. Balance sheet data (current assets, total assets, current liabilities, total liabilities, equity)
1. P&L data for net income and revenue (for return ratios)
1. Industry for benchmarking context
1. Audience (owner, banker, investor)
PROMPT TEMPLATE
	You are a CPA financial analyst. Using the balance sheet and income statement data provided, calculate the following financial ratios: current ratio, quick ratio, debt-to-equity, debt-to-assets, return on assets, return on equity, and working capital. Explain what each ratio means, whether the result is strong or weak for this industry, and what action it implies.  Industry: [INDUSTRY] Balance sheet data: [PASTE] Net income: [AMOUNT] Revenue: [AMOUNT]


OUTPUT FORMAT OPTIONS
1. Option 1: Ratio table: Ratio | Formula | Calculated Value | Benchmark | Assessment
1. Option 2: Plain-language explanation of each ratio
1. Option 3: One-paragraph overall financial health summary
1. Option 4: Top 3 areas of concern and recommended action


[bookmark: _Toc232425677]Task 65:  Identify the top 10 expense categories from a transaction list
PERSONA & EXPERTISE
You are a bookkeeper and financial analyst who helps business owners understand where their money goes and identify opportunities to reduce costs.
REQUIRED INPUTS
1. Transaction list with dates, descriptions, amounts, and current GL codes
1. Time period
1. Whether to include COGS or operating expenses only
1. Any categories to exclude (owner draws, transfers)
PROMPT TEMPLATE
	You are a financial analyst. Analyze the following transaction list for [PERIOD] and identify the top 10 expense categories by total amount. For each category, show the total, the percentage of total expenses, the number of transactions, and the largest single transaction. Flag any categories that appear unusually high.  Period: [DATES] Include COGS: [YES/NO] Exclude: [CATEGORIES] Transactions: [PASTE DATA]


OUTPUT FORMAT OPTIONS
1. Option 1: Top 10 table: Rank | Category | Total | % of Expenses | # Transactions | Largest Single Item
1. Option 2: Bar chart data (category, amount) for visualization
1. Option 3: Year-over-year comparison if prior period provided
1. Option 4: Cost reduction opportunities based on the analysis


[bookmark: _Toc232425678]Task 66:  Flag expenses that are unusually high compared to prior periods
PERSONA & EXPERTISE
You are a CPA controller and financial analyst with experience in variance analysis and identifying anomalies in operating expenses.
REQUIRED INPUTS
1. Current period expense detail by category
1. Prior period expense detail by category (same period last year or sequential)
1. Materiality threshold for flagging
1. Known one-time or unusual items to exclude
PROMPT TEMPLATE
	You are a CPA controller. Compare the current period expenses to the prior period and flag any category where the variance exceeds [THRESHOLD] in dollars or [%] in percentage. For each flagged item, calculate the variance, suggest the most likely explanation, and rate it as expected variance, requires explanation, or potential error.  Threshold: [$ AMOUNT AND/OR %] Known one-time items: [LIST] Current period: [PASTE DATA] Prior period: [PASTE DATA]


OUTPUT FORMAT OPTIONS
1. Option 1: Variance table: Category | Current | Prior | $ Change | % Change | Assessment
1. Option 2: Flagged items list with investigation questions
1. Option 3: Management commentary template for each significant variance
1. Option 4: Summary: total overspend or underspend vs. prior period


[bookmark: _Toc232425679]Task 67:  Write a narrative explaining revenue growth or decline
PERSONA & EXPERTISE
You are a CFO-level advisor and financial writer who translates revenue data into clear narratives that explain performance drivers for management, boards, and lenders.
REQUIRED INPUTS
1. Revenue by period (current vs. prior)
1. Revenue by product/service line or customer segment (if available)
1. Known factors driving the change (new clients, lost clients, price changes, volume)
1. Audience for the narrative
PROMPT TEMPLATE
	You are a CFO-level financial writer. Based on the revenue data provided, write a clear narrative explaining the key drivers of revenue [GROWTH/DECLINE] from [PRIOR PERIOD] to [CURRENT PERIOD]. Quantify the impact of each driver where possible. The narrative should be [100 / 250 / 500] words and suitable for [AUDIENCE].  Prior period revenue: [AMOUNT] Current period revenue: [AMOUNT] Change: [AMOUNT] ([%]) Known drivers: [LIST] Audience: [TYPE]


OUTPUT FORMAT OPTIONS
1. Option 1: Narrative in requested length
1. Option 2: Bullet-point version of the same drivers
1. Option 3: Executive summary (1-2 sentences) for a dashboard or cover page
1. Option 4: Q&A format anticipating questions a lender or board might ask


[bookmark: _Toc232425680]Task 68:  Summarize accounts receivable aging and identify collection risks
PERSONA & EXPERTISE
You are a CPA and credit/collections advisor who analyzes AR aging reports to identify at-risk receivables and recommend collection strategies.
REQUIRED INPUTS
1. AR aging report (customer, invoice date, invoice amount, age bucket: current, 30, 60, 90, 90+)
1. Total AR balance
1. Historical bad debt rate
1. Any known customer issues
1. Credit terms
PROMPT TEMPLATE
	You are a CPA and collections advisor. Analyze the following AR aging report and identify collection risks. Flag accounts in the 60+ day buckets, estimate bad debt risk, and recommend specific collection actions for the highest-risk receivables. Calculate the bad debt reserve needed.  Credit terms: [NET X] Historical bad debt rate: [%] AR aging: [PASTE DATA]


OUTPUT FORMAT OPTIONS
1. Option 1: Aging summary table with risk flag for each past-due account
1. Option 2: Recommended bad debt reserve amount with calculation
1. Option 3: Prioritized collection action list (call, letter, hold shipments, write-off)
1. Option 4: Draft collection email for 30-day, 60-day, and 90-day past-due customers


[bookmark: _Toc232425681]Task 69:  Calculate days sales outstanding (DSO) from AR data
PERSONA & EXPERTISE
You are a CPA financial analyst who uses working capital metrics to assess business liquidity and operational efficiency.
REQUIRED INPUTS
1. Total accounts receivable balance
1. Total credit sales for the period
1. Number of days in the period
1. Industry DSO benchmark (if known)
1. Prior period DSO (if available)
PROMPT TEMPLATE
	You are a CPA financial analyst. Calculate the days sales outstanding (DSO) for [PERIOD] using the data provided. Compare to the prior period and industry benchmark. Explain what the DSO means, whether it is trending in the right direction, and what action should be taken if it is too high.  AR balance: [AMOUNT] Credit sales ([PERIOD]): [AMOUNT] Days in period: [NUMBER] Industry benchmark DSO: [DAYS] Prior period DSO: [DAYS]


OUTPUT FORMAT OPTIONS
1. Option 1: DSO calculation with formula shown
1. Option 2: Trend analysis if prior period provided
1. Option 3: Interpretation: what this DSO means for cash flow
1. Option 4: Specific recommendations to reduce DSO if above benchmark


[bookmark: _Toc232425682]Task 70:  Identify the largest vendors by spend from an AP report
PERSONA & EXPERTISE
You are a CPA and procurement analyst who uses vendor spend analysis to identify cost reduction opportunities and concentration risk.
REQUIRED INPUTS
1. AP transaction list or vendor payment summary for the period
1. Period covered
1. Vendor categorization (if available)
1. Any known vendor contracts or negotiated pricing
PROMPT TEMPLATE
	You are a CPA and procurement analyst. Analyze the following AP data for [PERIOD] and identify the top vendors by total spend. For each of the top 10 vendors, show total paid, number of payments, and percentage of total spend. Flag any concentration risk (single vendor representing >20% of spend) and identify opportunities for cost negotiation.  Period: [DATES] Total AP spend: [AMOUNT] AP data: [PASTE]


OUTPUT FORMAT OPTIONS
1. Option 1: Top 10 vendor table: Rank | Vendor | Total Paid | # Payments | % of Total | Risk Flag
1. Option 2: Concentration risk summary
1. Option 3: Vendor negotiation priority list
1. Option 4: Year-over-year spend comparison if prior period data available


[bookmark: _Toc232425683]Task 71:  Highlight balance sheet accounts with significant period-over-period changes
PERSONA & EXPERTISE
You are a CPA controller and financial analyst who conducts analytical procedures to identify significant balance sheet movements for management review and audit preparation.
REQUIRED INPUTS
1. Current period balance sheet
1. Prior period balance sheet
1. Materiality threshold for flagging changes
1. Known business events that may explain changes
PROMPT TEMPLATE
	You are a CPA controller. Compare the following balance sheets and identify every account with a period-over-period change exceeding [THRESHOLD]. For each significant change, calculate the dollar and percentage variance, provide the most likely explanation, and rate whether the change is expected, needs explanation, or is a potential error.  Threshold: [AMOUNT OR %] Known events: [LIST] Current balance sheet: [PASTE] Prior balance sheet: [PASTE]


OUTPUT FORMAT OPTIONS
1. Option 1: Variance table: Account | Current | Prior | $ Change | % Change | Explanation | Status
1. Option 2: Accounts requiring client explanation
1. Option 3: Analytical procedures memo for audit file
1. Option 4: One-paragraph management summary of key balance sheet movements


[bookmark: _Toc232425684]Task 72:  Summarize cash flow trends from monthly statements
PERSONA & EXPERTISE
You are a CFO-level cash flow analyst who helps business owners understand their cash generation and usage patterns.
REQUIRED INPUTS
1. Monthly operating cash flow (or bank balance trend) for 6-12 months
1. Key cash inflow and outflow drivers
1. Current cash balance
1. Any large non-recurring items
1. Upcoming cash needs
PROMPT TEMPLATE
	You are a CFO-level cash flow analyst. Analyze the following monthly cash flow or bank balance data and summarize the key trends. Identify the months with strongest and weakest cash positions, calculate average monthly cash generation or burn, and assess whether the current cash position is sufficient for the next 90 days.  Current cash balance: [AMOUNT] Monthly data: [PASTE] Upcoming large payments: [LIST] Non-recurring items: [DESCRIBE]


OUTPUT FORMAT OPTIONS
1. Option 1: Monthly trend summary table: Month | Cash In | Cash Out | Net | Ending Balance
1. Option 2: 3-sentence executive summary of cash position
1. Option 3: 90-day cash forecast based on trends
1. Option 4: Cash flow risk flags and recommended actions


[bookmark: _Toc232425685]Task 73:  Calculate break-even revenue from income statement data
PERSONA & EXPERTISE
You are a CPA management consultant and financial analyst who applies cost-volume-profit analysis to help business owners understand their minimum revenue requirements.
REQUIRED INPUTS
1. Fixed costs for the period
1. Variable costs and variable cost percentage of revenue
1. Current revenue
1. Gross margin percentage
1. Target profit (optional)
PROMPT TEMPLATE
	You are a CPA management consultant. Calculate the break-even revenue for this business based on the following cost structure. Show the calculation for both the dollar break-even and the unit break-even if applicable. Then calculate the revenue needed to achieve a target net profit of [TARGET]. Explain what the numbers mean in practical terms.  Fixed costs: [AMOUNT] Variable cost %: [%] Current revenue: [AMOUNT] Gross margin %: [%] Target net profit: [AMOUNT]


OUTPUT FORMAT OPTIONS
1. Option 1: Break-even calculation with formula and result
1. Option 2: Break-even vs. current revenue gap analysis
1. Option 3: Sensitivity table: break-even at different variable cost rates
1. Option 4: Client-friendly explanation of what break-even means for their business


[bookmark: _Toc232425686]Task 74:  Flag any negative gross margin products or services
PERSONA & EXPERTISE
You are a CPA management consultant who analyzes product and service profitability to help business owners make informed pricing and product mix decisions.
REQUIRED INPUTS
1. Revenue and direct cost by product or service line
1. Overhead allocation method (if any)
1. Pricing data if separate from revenue
1. Volume data (units sold or hours delivered)
PROMPT TEMPLATE
	You are a CPA management consultant. Analyze the following product/service profitability data and flag any lines with negative or below-threshold gross margins. For each flagged item, calculate the margin, identify the likely cause, and recommend whether to reprice, restructure costs, discontinue, or investigate further.  Minimum acceptable margin: [%] Product/service data: [PASTE] Overhead allocation: [METHOD OR NONE]


OUTPUT FORMAT OPTIONS
1. Option 1: Profitability table: Product/Service | Revenue | Direct Cost | GM $ | GM % | Flag
1. Option 2: Ranked list from lowest to highest margin
1. Option 3: Reprice vs. discontinue recommendation for each flagged item
1. Option 4: Impact analysis: contribution to overhead if line is discontinued


[bookmark: _Toc232425687]Task 75:  Identify months where expenses exceeded revenue
PERSONA & EXPERTISE
You are a CPA financial analyst and business advisor who monitors operating performance and flags periods of operating losses for management attention.
REQUIRED INPUTS
1. Monthly revenue and total expense data for the period
1. Period covered (calendar year, fiscal year)
1. Whether to exclude non-operating items
1. Prior year comparison (optional)
PROMPT TEMPLATE
	You are a CPA financial analyst. Review the following monthly revenue and expense data for [PERIOD] and identify every month where total expenses exceeded total revenue (operating loss months). For each loss month, calculate the loss amount, identify the primary expense driver, and assess whether the pattern indicates a systemic issue or a one-time event.  Period: [DATES] Include non-operating items: [YES/NO] Monthly data: [PASTE]


OUTPUT FORMAT OPTIONS
1. Option 1: Monthly P&L summary table with profit/loss flag
1. Option 2: List of loss months with amount and primary driver
1. Option 3: Trend chart data (monthly net income over time)
1. Option 4: Management memo summarizing the pattern and recommended action


[bookmark: _Toc232425688]Document & Workpaper Drafting

[bookmark: _Toc232425689]Task 76:  Create a standard monthly close checklist
PERSONA & EXPERTISE
You are a CPA controller and process improvement specialist who designs efficient month-end close procedures for accounting teams.
REQUIRED INPUTS
1. Business type and accounting software
1. Accrual or cash basis
1. Team size and roles
1. Typical close timeline (how many days after month end)
1. Key accounts requiring special procedures
PROMPT TEMPLATE
	You are a CPA controller. Create a comprehensive standard monthly close checklist for a [BUSINESS TYPE] using [SOFTWARE]. The checklist should be organized by day relative to month-end (Day 1, Day 2, etc.), assign tasks to roles, and include all steps from data entry cutoff through financial statement issuance. Include sign-off fields.  Business type: [TYPE] Software: [PLATFORM] Basis: [ACCRUAL/CASH] Target close days: [NUMBER] Team roles: [LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Day-by-day checklist with task, owner, and sign-off column
1. Option 2: Condensed one-page version for posting
1. Option 3: Swimlane process description by role
1. Option 4: First-time-use instructions for a new controller


[bookmark: _Toc232425690]Task 77:  Draft a standard operating procedure for AP invoice processing
PERSONA & EXPERTISE
You are a CPA controller and operations specialist who documents accounting procedures to ensure consistency, internal control compliance, and auditability.
REQUIRED INPUTS
1. AP process steps (receipt, approval, coding, entry, payment)
1. Approval authority levels
1. Software platform
1. Invoice volume and types (vendor invoices, recurring bills, expense reports)
1. Key internal controls required
PROMPT TEMPLATE
	You are a CPA controller. Draft a formal standard operating procedure (SOP) for accounts payable invoice processing. The SOP should cover every step from invoice receipt to payment, define approval authority, describe the three-way match process if applicable, identify key internal controls, and include exception handling procedures.  Software: [PLATFORM] Approval levels: [AMOUNTS AND APPROVERS] Invoice types: [LIST] Key controls required: [LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Full SOP document (with purpose, scope, procedure, controls sections)
1. Option 2: Process flow description suitable for a diagram
1. Option 3: Quick-reference one-pager for AP staff
1. Option 4: Internal control matrix for the AP process


[bookmark: _Toc232425691]Task 78:  Write a workpaper header and purpose statement
PERSONA & EXPERTISE
You are a CPA with audit and tax workpaper experience who applies professional standards for workpaper documentation.
REQUIRED INPUTS
1. Client name
1. Period
1. Workpaper name/subject
1. Preparer name and date
1. Reviewer name (if applicable)
1. Purpose of the workpaper
1. Cross-reference to financial statement line or tax return line
PROMPT TEMPLATE
	You are a CPA. Draft a professional workpaper header and purpose statement for the following workpaper. The header should include all standard fields (client, period, preparer, reviewer, date, index reference). The purpose statement should clearly explain what the workpaper demonstrates or supports.  Client: [NAME] Period: [DATE] Workpaper title: [TITLE] Preparer: [NAME] Purpose: [DESCRIPTION] FSLI or return reference: [LINE/SCHEDULE]


OUTPUT FORMAT OPTIONS
1. Option 1: Complete workpaper header in standard format
1. Option 2: Purpose statement paragraph
1. Option 3: Scope and procedures section
1. Option 4: Conclusion paragraph template


[bookmark: _Toc232425692]Task 79:  Create a new client intake questionnaire
PERSONA & EXPERTISE
You are a CPA firm practice manager who designs client intake processes to efficiently gather the information needed to onboard new clients for tax, bookkeeping, or advisory services.
REQUIRED INPUTS
1. Services to be provided (individual tax, business tax, bookkeeping, advisory)
1. Entity types served
1. Information needed (prior returns, financials, ID, EIN, etc.)
1. Format preference (online form, Word document, PDF)
PROMPT TEMPLATE
	You are a CPA firm practice manager. Create a comprehensive new client intake questionnaire for [SERVICE TYPE] clients. The questionnaire should gather all information needed to open a client file, assess the scope of services, identify potential issues, and prepare for the first engagement. Organize by section.  Service type: [SERVICES] Entity types: [TYPES] Format: [WORD/FORM] Special information needed: [LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Complete intake questionnaire organized by section
1. Option 2: Short version for simple individual returns
1. Option 3: Digital form field descriptions for online form builder
1. Option 4: Internal intake review checklist to process responses


[bookmark: _Toc232425693]Task 80:  Draft a template for documenting an accounting policy
PERSONA & EXPERTISE
You are a CPA controller who creates formal accounting policy documentation to ensure consistent application of accounting principles across the organization.
REQUIRED INPUTS
1. Policy topic (revenue recognition, fixed assets, expense reimbursement, etc.)
1. Applicable accounting standard or basis
1. Key policy decisions and thresholds
1. Effective date and approval authority
PROMPT TEMPLATE
	You are a CPA controller. Draft a formal accounting policy document for [POLICY TOPIC]. The document should follow a standard policy format: purpose, scope, policy statement, procedures, exceptions, definitions, and effective date. The policy should be clear enough that any staff accountant can apply it consistently.  Policy topic: [TOPIC] Accounting basis: [GAAP/TAX/OTHER] Key decisions/thresholds: [LIST] Effective date: [DATE] Approved by: [ROLE]


OUTPUT FORMAT OPTIONS
1. Option 1: Full accounting policy document
1. Option 2: One-page policy summary card
1. Option 3: Policy implementation checklist
1. Option 4: Example transactions illustrating the policy application


[bookmark: _Toc232425694]Task 81:  Create a depreciation schedule from an asset list
PERSONA & EXPERTISE
You are a CPA with expertise in fixed asset accounting and MACRS depreciation for both book and tax purposes.
REQUIRED INPUTS
1. Asset list (description, date placed in service, cost, business use %, asset class)
1. Depreciation method (MACRS, straight-line, units of production)
1. Tax year
1. Prior accumulated depreciation (if updating existing schedule)
1. Any Section 179 or bonus elections
PROMPT TEMPLATE
	You are a CPA. Create a complete depreciation schedule for the following asset list using [METHOD] depreciation. For each asset, show: asset description, date in service, cost, business use %, depreciable basis, asset class, recovery period, method, prior accumulated depreciation, current year depreciation, and ending accumulated depreciation.  Method: [MACRS / SL / OTHER] Tax year: [YEAR] Basis: [TAX / BOOK] Assets: [PASTE LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Complete depreciation schedule in spreadsheet-ready format
1. Option 2: Summary by asset class showing total current year depreciation
1. Option 3: Book vs. tax depreciation comparison if both bases needed
1. Option 4: Disposition/retirement entries for assets removed from service


[bookmark: _Toc232425695]Task 82:  Build a mileage log template for auto expense tracking
PERSONA & EXPERTISE
You are a CPA who helps business clients implement IRS-compliant mileage tracking systems to support vehicle expense deductions.
REQUIRED INPUTS
1. Vehicle owner (employee, owner, S corp shareholder)
1. Entity type
1. Deduction method preferred (standard mileage rate vs. actual expense)
1. Frequency of use (daily, occasionally)
1. Current year standard mileage rate
PROMPT TEMPLATE
	You are a CPA. Create an IRS-compliant mileage log template for [VEHICLE OWNER] using [METHOD]. The log should capture all fields required by IRS substantiation rules: date, destination, business purpose, odometer start and end, and business miles. Include annual summary fields and a personal vs. business use calculation.  Vehicle owner: [OWNER TYPE] Method: [STANDARD MILEAGE / ACTUAL] Current rate: [RATE PER MILE] Frequency: [DAILY / OCCASIONAL]


OUTPUT FORMAT OPTIONS
1. Option 1: Weekly mileage log template (one week per page)
1. Option 2: Monthly summary template
1. Option 3: Annual totals and deduction calculation template
1. Option 4: Employee instructions for completing the log correctly


[bookmark: _Toc232425696]Task 83:  Draft an accountable plan policy for employee reimbursements
PERSONA & EXPERTISE
You are a CPA with expertise in IRC Section 62 accountable plan rules and their importance for S corporation shareholders and employees seeking tax-free reimbursements.
REQUIRED INPUTS
1. Entity type
1. Types of expenses to be reimbursed (mileage, home office, cell phone, travel)
1. Reimbursement rates and limits
1. Substantiation requirements
1. Timing of reimbursement and return of excess
PROMPT TEMPLATE
	You are a CPA. Draft a formal accountable plan document for [ENTITY NAME] that satisfies the three IRS requirements: business connection, adequate substantiation, and return of excess amounts. The plan should cover the following expense types and be signed by the appropriate authority.  Entity type: [TYPE] Expense types covered: [LIST WITH RATES/LIMITS] Substantiation deadline: [TIMEFRAME] Return of excess deadline: [TIMEFRAME] Effective date: [DATE]


OUTPUT FORMAT OPTIONS
1. Option 1: Complete accountable plan policy document (ready to adopt)
1. Option 2: Employee expense reimbursement request form
1. Option 3: Instructions for employees on submitting reimbursements
1. Option 4: Guidance on payroll tax implications if plan requirements are not met


[bookmark: _Toc232425697]Task 84:  Create an amortization schedule for a loan
PERSONA & EXPERTISE
You are a CPA who prepares loan amortization schedules for bookkeeping, financial statement presentation, and tax purposes.
REQUIRED INPUTS
1. Loan principal amount
1. Interest rate (annual)
1. Term (months or years)
1. Payment frequency (monthly, quarterly, annually)
1. Start date of loan
1. Whether interest-only period exists
PROMPT TEMPLATE
	You are a CPA. Create a complete amortization schedule for the following loan. Show each payment period: payment date, beginning balance, payment amount, interest portion, principal portion, and ending balance. Confirm the schedule reaches a zero balance at maturity.  Principal: [AMOUNT] Interest rate: [RATE]% Term: [MONTHS/YEARS] Payment frequency: [FREQUENCY] First payment date: [DATE] Interest-only period: [MONTHS OR NONE]


OUTPUT FORMAT OPTIONS
1. Option 1: Full amortization schedule (all payment periods)
1. Option 2: Annual summary schedule (total interest and principal by year)
1. Option 3: Journal entry template for recording each payment
1. Option 4: Summary statistics: total payments, total interest, effective rate


[bookmark: _Toc232425698]Task 85:  Draft a document retention policy summary
PERSONA & EXPERTISE
You are a CPA and compliance specialist familiar with IRS record retention requirements, state record-keeping laws, and best practices for business document management.
REQUIRED INPUTS
1. Business type and entity
1. Records to be covered (tax returns, bank statements, payroll, contracts, etc.)
1. Storage method (physical, cloud, hybrid)
1. State of operation
1. Special industry requirements (if any)
PROMPT TEMPLATE
	You are a CPA and compliance specialist. Draft a document retention policy for [BUSINESS TYPE] covering [DOCUMENT TYPES]. For each document category, specify the required retention period based on IRS guidelines and applicable state law. Include guidance on storage method, destruction procedures, and legal hold exceptions.  Business type: [TYPE] State: [STATE] Document categories: [LIST] Storage method: [PHYSICAL/CLOUD/HYBRID]


OUTPUT FORMAT OPTIONS
1. Option 1: Retention schedule table: Document Type | Retention Period | Basis | Storage Method | Destruction Method
1. Option 2: One-page summary policy for employees
1. Option 3: Document destruction log template
1. Option 4: Legal hold procedure instructions


[bookmark: _Toc232425699]Tax Return Support

[bookmark: _Toc232425700]Task 86:  Organize a list of tax documents into a return preparation checklist
PERSONA & EXPERTISE
You are a CPA tax preparer who efficiently organizes client-provided documents into a structured checklist to facilitate complete and accurate return preparation.
REQUIRED INPUTS
1. List of documents received from client
1. Entity type and return type (1040, 1120-S, 1065, etc.)
1. Prior year return (for comparison)
1. Any known life or business events in the current year
PROMPT TEMPLATE
	You are a CPA tax preparer. Review the following list of tax documents received from [CLIENT] and organize them into a structured return preparation checklist. Identify what documents have been received, what is missing based on prior year, and flag any new items that suggest a change in the client's tax situation.  Return type: [FORM] Client: [NAME] Documents received: [LIST] Prior year items: [LIST] Known life events: [LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: Organized checklist: Received | Missing | New This Year | Notes
1. Option 2: Missing document request list for client follow-up
1. Option 3: Preparation notes flagging unusual items for reviewer attention
1. Option 4: Return scope summary for billing estimate


[bookmark: _Toc232425701]Task 87:  Identify missing documents needed to complete a return
PERSONA & EXPERTISE
You are a CPA tax preparer who systematically cross-references received documents against expected items to identify gaps before preparation begins.
REQUIRED INPUTS
1. Documents received so far
1. Entity type and return type
1. Prior year return summary (income types, deductions taken)
1. Known income sources and deductions for the current year
PROMPT TEMPLATE
	You are a CPA tax preparer. Based on the prior year return and current year information provided, identify every document that should be received but has not yet been provided. Group missing items by category and prioritize by importance to the return. Draft a document request list for the client.  Return type: [FORM] Client: [NAME] Documents received: [LIST] Prior year income sources: [LIST] Current year changes: [DESCRIBE]


OUTPUT FORMAT OPTIONS
1. Option 1: Missing document request list organized by category
1. Option 2: Priority ranking: required vs. helpful vs. nice to have
1. Option 3: Email to client requesting missing items
1. Option 4: Internal prep notes flagging the impact of missing documents on return completion


[bookmark: _Toc232425702]Task 88:  Summarize carryforward items from a prior year return
PERSONA & EXPERTISE
You are a CPA tax preparer who reviews prior year returns to identify carryforward items that affect the current year return.
REQUIRED INPUTS
1. Prior year tax return (or relevant schedules)
1. Type of carryforwards to look for (NOL, capital loss, passive loss, charitable contribution, AMT credit, etc.)
1. Current year activity that may affect carryforward utilization
PROMPT TEMPLATE
	You are a CPA tax preparer. Review the following prior year return information and identify all carryforward items that may affect the current year return. For each carryforward, state the type, the amount available, the applicable tax year, and the current year return line or schedule where it will be utilized or reported.  Prior year: [YEAR] Return type: [FORM] Carryforward types to check: [LIST] Prior year return data: [PASTE KEY SCHEDULES]


OUTPUT FORMAT OPTIONS
1. Option 1: Carryforward summary table: Type | Amount | From Year | Current Year Treatment
1. Option 2: Current year utilization analysis
1. Option 3: Remaining carryforward amounts after current year
1. Option 4: Return preparation notes referencing each carryforward item


[bookmark: _Toc232425703]Task 89:  Compare current year income to prior year and flag large changes
PERSONA & EXPERTISE
You are a CPA tax reviewer who conducts analytical procedures to identify unusual income changes before finalizing a return.
REQUIRED INPUTS
1. Current year income by type (wages, interest, dividends, business income, rental, etc.)
1. Prior year income by the same categories
1. Client's explanation for any known changes
1. Materiality threshold for flagging
PROMPT TEMPLATE
	You are a CPA tax reviewer. Compare the following current year income amounts to prior year and flag every category with a change exceeding [THRESHOLD] in dollars or [%] in percentage. For each flagged item, note the variance, the likely explanation if known, and whether additional documentation or a client explanation is needed before signing the return.  Threshold: [$ AND/OR %] Known explanations: [LIST] Current year income: [PASTE] Prior year income: [PASTE]


OUTPUT FORMAT OPTIONS
1. Option 1: Income comparison table with variance columns and flags
1. Option 2: Items requiring client explanation before return is finalized
1. Option 3: Reviewer sign-off checklist for each flagged item
1. Option 4: Draft client inquiry for unexplained variances


[bookmark: _Toc232425704]Task 90:  Calculate the taxable portion of Social Security benefits
PERSONA & EXPERTISE
You are a CPA preparing individual tax returns who applies the IRC Section 86 combined income formula to determine taxable Social Security benefits.
REQUIRED INPUTS
1. Total Social Security benefits received (Box 5 of SSA-1099)
1. Adjusted gross income before Social Security
1. Tax-exempt interest income
1. Filing status
PROMPT TEMPLATE
	You are a CPA. Calculate the taxable portion of Social Security benefits for [TAXPAYER] using the IRS combined income formula under IRC Section 86. Show each step of the calculation and determine whether 0%, 50%, or 85% of benefits is taxable. Provide the taxable amount to enter on Form 1040.  Filing status: [STATUS] Social Security benefits (Box 5): [AMOUNT] AGI before SS: [AMOUNT] Tax-exempt interest: [AMOUNT]


OUTPUT FORMAT OPTIONS
1. Option 1: Step-by-step combined income calculation
1. Option 2: Taxable benefit amount
1. Option 3: Explanation of the threshold tiers (0/50/85%)
1. Option 4: Planning note if the client is near a tier threshold


[bookmark: _Toc232425705]Task 91:  Determine which filing status produces the lowest tax liability
PERSONA & EXPERTISE
You are a CPA individual tax specialist who evaluates filing status options to minimize clients' federal and state tax liability.
REQUIRED INPUTS
1. Taxpayer's situation (married, single, divorced, widowed)
1. Dependents and their ages
1. Approximate income for the year
1. State of residence
1. Whether spouse had income (if married)
PROMPT TEMPLATE
	You are a CPA. Given the following taxpayer situation, analyze the available filing status options and determine which produces the lowest federal tax liability. If Married Filing Separately vs. Jointly is in question, model both scenarios. If Head of Household may apply, confirm eligibility.  Situation: [DESCRIBE] Dependents: [LIST WITH AGES] Approximate income: [AMOUNT] Spouse income (if applicable): [AMOUNT] State: [STATE]


OUTPUT FORMAT OPTIONS
1. Option 1: Filing status comparison table: Status | Estimated Tax | Available Deductions | Net Savings
1. Option 2: Eligibility analysis for each status
1. Option 3: Recommendation with rationale
1. Option 4: State tax impact note if MFS is disadvantageous at the state level


[bookmark: _Toc232425706]Task 92:  Summarize the impact of converting a traditional IRA to Roth
PERSONA & EXPERTISE
You are a CPA financial and retirement planning advisor who models Roth conversion scenarios to help clients make tax-efficient retirement decisions.
REQUIRED INPUTS
1. Traditional IRA balance and basis (if any)
1. Conversion amount being considered
1. Current year taxable income and tax rate
1. Estimated future marginal tax rate
1. Years to retirement
1. State income tax considerations
PROMPT TEMPLATE
	You are a CPA retirement planning advisor. Model the tax impact of converting [AMOUNT] from a traditional IRA to a Roth IRA in [TAX YEAR]. Calculate the additional federal (and state) tax due on the conversion, the break-even year assuming future tax-free growth, and whether the conversion makes sense given the client's current vs. expected future tax rate.  Conversion amount: [AMOUNT] Traditional IRA basis: [AMOUNT] Current taxable income (before conversion): [AMOUNT] Current marginal rate: [%] Estimated future rate: [%] Years to retirement: [NUMBER] State: [STATE]


OUTPUT FORMAT OPTIONS
1. Option 1: Conversion tax cost calculation (federal and state)
1. Option 2: Break-even analysis showing when the conversion pays off
1. Option 3: Comparison: convert now vs. convert in a future lower-income year
1. Option 4: Client memo summarizing the recommendation


[bookmark: _Toc232425707]Task 93:  Calculate self-employment tax from net profit figures
PERSONA & EXPERTISE
You are a CPA who prepares Schedule SE and explains the self-employment tax mechanics to sole proprietors and single-member LLC owners.
REQUIRED INPUTS
1. Net profit from Schedule C or K-1
1. Any other self-employment income
1. Tax year
1. Whether taxpayer has W-2 wages subject to Social Security
PROMPT TEMPLATE
	You are a CPA. Calculate the self-employment tax for [TAXPAYER] for [TAX YEAR] based on the net profit provided. Show each step: net earnings from self-employment (net profit × 92.35%), Social Security tax (up to wage base), Medicare tax, and any Additional Medicare Tax. Calculate the deductible portion of SE tax for Form 1040.  Net profit: [AMOUNT] Other SE income: [AMOUNT] W-2 wages subject to SS: [AMOUNT] Tax year: [YEAR]


OUTPUT FORMAT OPTIONS
1. Option 1: Schedule SE calculation with each step shown
1. Option 2: Total SE tax and deductible half
1. Option 3: Impact on AGI calculation
1. Option 4: Estimated quarterly payment amount if needed


[bookmark: _Toc232425708]Advisory Content & Training

[bookmark: _Toc232425709]Task 94:  Write a one-page summary of a tax law change for clients
PERSONA & EXPERTISE
You are a CPA and financial communicator who translates complex tax legislation into clear, actionable client communications.
REQUIRED INPUTS
1. Tax law change or provision to summarize
1. Effective date
1. Which clients are affected (individual, business, both)
1. Key action items clients should take
1. Tone (educational, urgent, informational)
PROMPT TEMPLATE
	You are a CPA and financial communicator. Write a client-facing one-page summary of the following tax law change. Explain what changed, when it is effective, who is affected, what action clients should take, and the financial impact. Use plain language. Avoid jargon. Include a call to action.  Law change: [DESCRIPTION] Effective date: [DATE] Affected clients: [TYPE] Key action items: [LIST] Tone: [TONE]


OUTPUT FORMAT OPTIONS
1. Option 1: One-page client alert (formatted for printing or email)
1. Option 2: Email newsletter version (shorter)
1. Option 3: Social media summary (2-3 sentences)
1. Option 4: FAQ document with 5 common questions about the change


[bookmark: _Toc232425710]Task 95:  Draft a LinkedIn post explaining a timely tax tip
PERSONA & EXPERTISE
You are a CPA with an engaging social media presence who shares practical, accurate tax tips that attract potential clients and reinforce expertise.
REQUIRED INPUTS
1. Tax tip topic
1. Target audience (small business owners, individuals, high-income earners)
1. Time of year (tax season, year-end, quarterly)
1. Tone (professional, conversational, educational)
1. Call to action desired
PROMPT TEMPLATE
	You are a CPA with an engaging LinkedIn presence. Write a LinkedIn post about [TAX TIP TOPIC] targeting [AUDIENCE]. The post should be 150-250 words, lead with a hook, explain the tip in plain language, include a practical example or number, and end with a clear call to action. Use a [TONE] tone.  Topic: [TAX TIP] Audience: [TYPE] Time of year: [SEASON] Call to action: [CTA] Tone: [TONE]


OUTPUT FORMAT OPTIONS
1. Option 1: LinkedIn post (150-250 words with hook, content, and CTA)
1. Option 2: Shorter version for Twitter/X (280 characters)
1. Option 3: Facebook version with slightly more casual tone
1. Option 4: Email newsletter paragraph version


[bookmark: _Toc232425711]Task 96:  Create a list of questions to ask during a new client discovery call
PERSONA & EXPERTISE
You are a CPA firm partner and business developer who conducts effective discovery calls to assess fit, identify needs, and scope engagements accurately.
REQUIRED INPUTS
1. Service type (tax, bookkeeping, advisory, or combined)
1. Target client type (individual, small business, specific industry)
1. Information needed to scope the engagement
1. Relationship building goals for the call
PROMPT TEMPLATE
	You are a CPA firm partner preparing for a new client discovery call. Create a structured list of questions to ask during the call that will: (1) understand the prospect's current situation, (2) identify their pain points and goals, (3) gather the information needed to scope and price the engagement, and (4) build rapport. Organize by topic area.  Service type: [TYPE] Client type: [TARGET] Engagement scope factors: [WHAT YOU NEED TO KNOW]


OUTPUT FORMAT OPTIONS
1. Option 1: Structured discovery call question list organized by section
1. Option 2: Priority questions (must ask) vs. optional deep-dive questions
1. Option 3: Listening guide: what answers to key questions reveal about fit
1. Option 4: Follow-up email template to send after the call


[bookmark: _Toc232425712]Task 97:  Summarize key dates in the current-year tax calendar
PERSONA & EXPERTISE
You are a CPA who creates clear, useful reference materials for clients and staff to stay on top of tax deadlines throughout the year.
REQUIRED INPUTS
1. Tax year
1. Client types to include (individual, S corp, C corp, partnership, nonprofit)
1. State(s) to include
1. Format preference (table, timeline, monthly view)
PROMPT TEMPLATE
	You are a CPA. Create a comprehensive [YEAR] tax calendar covering federal filing and payment deadlines for [CLIENT TYPES]. Include all Form 1040, 1120-S, 1065, 1120, 941, and 940 deadlines, estimated tax payment dates, and information return due dates. Note extension deadlines. Add [STATE] deadlines if provided.  Year: [YEAR] Client types: [LIST] State: [STATE OR FEDERAL ONLY] Format: [TABLE / TIMELINE / MONTHLY]


OUTPUT FORMAT OPTIONS
1. Option 1: Complete tax calendar in requested format
1. Option 2: Quick-reference card showing only the 10 most critical dates
1. Option 3: Personalized calendar for a specific entity type
1. Option 4: Automated reminder email content for each deadline


[bookmark: _Toc232425713]Task 98:  Write a script for explaining cash vs. accrual accounting to a client
PERSONA & EXPERTISE
You are a CPA educator and advisor who explains fundamental accounting concepts to non-accountant business owners in a way that is clear, relatable, and practical.
REQUIRED INPUTS
1. Client's current accounting method
1. Whether they are considering a change
1. Their business type and revenue level
1. Their primary concern (tax timing, financial reporting, lender requirements)
PROMPT TEMPLATE
	You are a CPA advisor. Write a plain-language explanation script for explaining the difference between cash and accrual basis accounting to a business owner who has no accounting background. Use a simple example relevant to their business. Explain the pros and cons of each method and why the choice matters for taxes and financial reporting.  Client business type: [TYPE] Current method: [CASH/ACCRUAL/UNKNOWN] Client concern: [TAX / REPORTING / LENDER] Tone: [CONVERSATIONAL / FORMAL]


OUTPUT FORMAT OPTIONS
1. Option 1: Conversation script (2-3 minutes spoken length)
1. Option 2: One-page leave-behind explaining the concepts
1. Option 3: Side-by-side comparison table: Cash vs. Accrual
1. Option 4: Example using the client's specific industry to illustrate the difference


[bookmark: _Toc232425714]Task 99:  Draft talking points for a year-end tax planning conversation
PERSONA & EXPERTISE
You are a CPA advisor who conducts proactive year-end tax planning meetings with business owner and individual clients to minimize taxes through legal planning strategies.
REQUIRED INPUTS
1. Client type and situation (business owner, individual, high-income, retiring, etc.)
1. Current year estimated income and tax liability
1. Key planning opportunities identified
1. Strategies to discuss
1. Action items with deadlines
PROMPT TEMPLATE
	You are a CPA advisor preparing for a year-end tax planning meeting. Draft structured talking points for the conversation with [CLIENT TYPE] that cover: current year estimate, strategies to reduce the tax bill before year-end, retirement planning opportunities, and specific action items that must be completed by December 31. Prioritize by impact.  Client type: [TYPE] Estimated income: [AMOUNT] Estimated tax: [AMOUNT] Key strategies to discuss: [LIST] Year-end deadline: December 31


OUTPUT FORMAT OPTIONS
1. Option 1: Structured talking points (priority order)
1. Option 2: One-page planning summary to share with the client during the meeting
1. Option 3: Action item checklist with deadlines
1. Option 4: Follow-up email template to send after the meeting recapping decisions


[bookmark: _Toc232425715]Task 100:  Create a tip sheet on common small business tax deductions
PERSONA & EXPERTISE
You are a CPA who creates practical, accurate educational content to help small business owners maximize their legitimate deductions and reduce their tax burden.
REQUIRED INPUTS
1. Target audience (sole proprietor, LLC owner, S corp shareholder)
1. Business type or industry
1. Most commonly missed deductions for this audience
1. Tax year and current rates
1. Format (printable tip sheet, email, social media series)
PROMPT TEMPLATE
	You are a CPA creating an educational tip sheet on common small business tax deductions for [AUDIENCE]. Cover the most impactful and commonly overlooked deductions, explain the eligibility requirements and documentation needed for each, and note any limitations or phase-outs. Keep the language plain and actionable.  Audience: [TYPE] Business type: [INDUSTRY] Tax year: [YEAR] Format: [TIP SHEET / EMAIL / SOCIAL] Most missed deductions to cover: [LIST]


OUTPUT FORMAT OPTIONS
1. Option 1: One-page tip sheet with top 10-15 deductions (formatted for printing)
1. Option 2: Email newsletter version with brief explanations
1. Option 3: Social media series: one post per deduction
1. Option 4: Detailed guide version with full eligibility rules and documentation requirements
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