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IRS Tasks
• Apply for new EFINs (if applicable) online via
  e-Services at www.irs.gov.
• Register and/or renew PTINs with the IRS online
  at www.irs.gov/ptin.
• Familiarize yourself with new laws, credits and
  other topics that could affect your clients.

Bank Tasks
• Find out the requirements needed to be approve
  to offer Refund Advance to your clients
• Read in depth about the Refund Advance Product
  and how it may affect your clients
  (Availability Fees, Interest, Default, etc.)
• Register with a bank. To find banking partners with
  SFP Works visit
  http://www.swiftfp.com/financial-products
• Understand current IRS e-filing requirements by
  visiting http://www.irs.gov/for-Tax-Pros

Software Tasks
• If you have not yet renewed your current
  SFP Works Professional Tax Software, we advice
  you do so.
• Install SFP Works Professional Tax Software by
  calling in to our support.
• Test the software to ensure full functionality.
• Familiarize yourself with new SFP Works features
  and functionality
• Set your fee amounts

Operational Tasks
• Test your computer or office network and upgrade
   as needed
• Test your printers
• Prepare your office filing system and research
  other backup system
• Order office supplies

IRS & Bank Tasks
• Register with a bank. To find banking partners
  with SFP Works visit
  swiftfp.com/financial-products
• Verify that you have received and inventoried all
  check stock and smartcards from bank partners.
• Become familiar with the process for ordering
  marketing kits and additional check stock from
  your bank, if needed.

Software Tasks
• Ensure all fee and billing schedules have been
  updated accordingly.
• Install SFP Works Professional Tax Software by
  calling in to our support.
• Test the software to ensure full functionality.
• Familiarize yourself with new SFP Works features
  and functionality.

Operational Tasks
• Test all systems to make sure office, computers,
  printers, Internet and network setups are complete.
• Prepare tax preparer schedules for the month.

Training Tasks
• Run practice returns in the software to ensure
  fees match expected pricing.
• Continue to have preparers run practice returns in
  the software.

Marketing Tasks
• Finalize your store marketing promotions.
• Begin mail, call, or text message campaigns to
  prior-year customers.
• Purchase thank you cards for customers.
• Contact local area businesses to distribute
  coupons for their employees.
• Create/revise your media contact list for upcoming
  press release submissions and community
  relations efforts.
• Review and submit template press release.
• Ensure you have an incentive program put in place
  for your preparers to sell Protection Plus.
• Order posters, postcards, and customer giveaways.
  JPS Print designed print templates available at
  jprintshop.com
• Plan tax season promotions
• Update or perform maintenance on store signage
• Increase storefront visibility now-keep interior
  lights on, hang banners and window posters,
  balloons, etc.
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IRS & Bank Tasks
• Evaluate check stock and pre-paid debit card inventory;
  order additional stock, if needed.

Software Tasks
• Evaluate all fee and billing schedules and update
  accordingly based on clientele and competition.
• Continue to familiarize yourself with all SFPLink and
  SFPWorks software updates and releases as
  they become available.

Operational Tasks
• Monitor store volumes and adjust hours of operation and schedules accordingly.
• Create tax preparer work schedules for the month.
• Monitor all Federal and State rejects and ensure taxpayers are contacted promptly for quick resolution.
• Consider tax preparer incentives and contests to generate friendly competition - prizes could
  include a dollar amount bonus per tax preparer.

Training Tasks
• Plan to review all appropriate tax law changes, itemizations and Schedules with tax preparer staff
  after peak week to prepare for late-season client returns.
• Watch e-mail, Facebook, and Twitter for SwiftFP Tax Updates.

Marketing Tasks
• Make your storefront “loud”- use banners, balloons, or window paint in front of your store; place
  wind-feathers, yard signs, or sign shakers near the street to draw attention to your location.
• Continue your store marketing plans. Modify as necessary based on clientele and competitive
  environment.
• Execute a client referral campaign using the referral coupons in the SFPLink or SFPWorks software.
• Consider a mail, call, or text campaign to customers whose returns are “on-hold”, offering a discount
  on tax preparation to get them back to complete the return.
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Training Tasks
• Review all appropriate tax law changes, itemizations and Schedules with tax preparer staff to prepare
  for late season client returns.
• Continue to check SwiftFP Social Media resources for industry news, support updates, software tips,
  and more.

Marketing Tasks
• Continue local store marketing plans.
• Tweak as necessary based on clientele and
  Competitive environment.
• Utilize SFPWorks & SFP Link List of Non- Returning
  Clients report, to identify your clients from last
  year that have not returned to have their
  taxes prepared this year.
• Send thank you cards to returning clients who have
  completed their tax returns and be sure to request
  a referral.
• Distribute coupons and/or career-specific deduction
  checklists to large employers in your area.
• Consider a community relations effort to generate
  traffic and free publicity.
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Bank Tasks
• Be aware of bank product (i.e. RTs, RACs) and be
  sure to communicate the benefits to your
  customers.

Software Tasks
• Evaluate all fee and billing schedules and updat
  accordingly based on clientele and competition.
• Familiarize yourself with all SFP Works & SFP
  Link software updates and releases as they
  become available.

Operations Tasks
• Monitor your store volume and adjust hours of
  operation and schedules accordingly. 
• Create tax preparer schedules for the month.
• Monitor all State and Federal rejects and ensure
  customers are contacted promptly for
  quick resolution.
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What’s Next?
With the end of the tax season less than a week away you may be starting to consider what you should be 
doing after the tax season? In order to have a better grasp of what steps you need to take moving forward 
ask yourself three simple questions.
1. What did my firm do right this tax season?
2. What did my firm do wrong?
3. What can be improved for next year?
 Evaluate

• Client Onboarding: How are new clients 
processed when they sign-up with your tax 
office? Who is in charge of assigning clients to 
preparers and how can that be streamlined?

• Data Gathering: When information related to a 
client’s tax return comes in, how is it handled? 
Are documents stored digitally or physically? 
Can clients upload documents to an online 
resource or do they have to email or bring in 
physical copies?

• Tax Preparation: Once you have all the relevant 
information, how are tax returns handled? Are 
parameters in place to make sure returns are 
processed quickly and accurately? Is someone 
assigned to review returns before transmitting 
to the IRS?

• Billing: What is the billing method used by your 
tax office? Do you use a service to track payments 
and invoicing or is it all done inhouse? Does your 
tax business use bank products (if not you 
should be)?

• Technology: What tools does your tax business 
use and is your staff trained to fully utilize them? 
Do these tools streamline the business process 
or do some of them impede progress? How 
many different softwares does your tax business 
currently use?

• Communication: How well did your tax preparers 
communicate with one another this year? How 
well did they communicate with your clients?
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Training Tasks
• Familiarize yourself with tax law changes and preparer compliance.
• Train your staff on software Functionality, Electronic Signature Pads, Handheld Scanners,
  Document Manager.
• Tax Theory.
• Office Systems and Processes.
• Encourage your staff to follow us on social media for Tax Updates and support messages.

Marketing Tasks
• Plan marketing program for existing and
  new customers
• Order posters, postcards, and customer giveaways.
  JPS Print designed print templates available
  at jprintshop.com
• Plan tax season promotions
• Update or perform maintenance on store signage
• Increase storefront visibility now - keep interior
  lights on, hang banners and window posters,
  balloons, etc.
• Schedule pre-season appointments for prior
  year customers
• Email / text message / postcard / phone blitz
• Send “What to bring to your appointment” checklist
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Streamline Technology
• Website: A well designed website is the most 

important tool in your toolbelt. Not only does a 
website make it easier for potential clients to 
find your business, used in conjunction with 
lead capture forms and new client intake forms 
it can automate vital areas of your business.

• Collaboration Tools: Remote work is here to 
stay so make sure your tax office is equipped 
with remote collaboration tools. Being able to 
seamlessly communicate and collaborate on 
returns or other projects is an absolute necessity 
for the modern tax office.

• Document Management: As a tax business you 
are tasked with gathering and storing a wide 
range of sensitive documents. Paper documents 
take up space, can be hard to locate, and must 
be disposed of safely, or else risk clients' data 
falling into the wrong hands. With a document 
management solution you can scan and upload 
documents into a digital space that only you, 
and your team, can access.

• E-File Software: This one is a no brainer, IRS 
authorized e-file software is a necessity if you 
plan to run a tax business. We highly recommend 
SFP Works which can be purchased from 
swiftfp.com.

Technology Solutions
• SeQwens: A simple digital management solution 

for multiple areas of your tax office. Tax         
professionals will spend hundreds of dollars a 
month on multiple software applications that 
still can’t do all the things SeQwens can do. 
These include; document management, work-
flow management, e-signatures, client portal, 
communication tools, multi-office management, 
and much more! You can try SeQwens today 
when you click here.

• SFP Works: Our premium e-file software for tax 
preparers like you. Our software is easy to learn 
and incredibly user friendly. Transmit tax returns 
electronically, guarantee payment through bank 
products, and grow your business when you 
discover SFP Works here.
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Clients
• Personal Information: Make sure you have your 

client’s SSN, date of birth, dependent information, 
marital status, and a copy of last year's tax 
return.

• Income: Your client needs to provide you with 
forms related to any income they may have 
earned in the year. This can consist of W2s, 
1099s, alimony, rental properties , gambling 
winnings, ect.

• Deductions: If your clients are planning on 
taking some deductions then they will need to 
provide you with all the necessary receipts as 
evidence for their deductions.

• Taxes Paid: This can include state and local 
income taxes, real estate tax, vehicle license 
fees, ect.

Tax Education
Tax laws change often and it’s important to stay 
updated on the latest changes and how they may 
affect your clients and their tax returns. Some 
helpful resources for staying up-to-date are:
• Internal Revenue Service: The IRS is a great 

resource for the latest tax changes. Sign up for 
their email alerts so you can receive notifications 
whenever they publish a new article.

• American Institute of CPAs: The AICPA 
provides a newsletter that contains the latest 
tax law changes and other related topics.

• Tax Service Bureaus: If you haven’t partnered 
with a Tax Service Bureau then now is the 
perfect time to consider it. Not only will they 
provide you with e-file software and a variety of 
resources to streamline your tax office but they 
also provide helpful articles to keep you updated 
on the latest tax law changes and more. If 
you’ve been enjoying this article then consider 
partnering with Swift Financial Partners.
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       888.550.6119
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