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ABOUT&THE&AUTHOR!
Edward Mendlowitz - CPA, ABV, PFS 

Edward Mendlowitz is a featured contributor to CPA 
Trendlines (cpatrendlines.com) and a partner in 
Withum Smith + Brown’s New Brunswick, NJ, office. 
He has over 40 years of public accounting experience 
and is a licensed certified public accountant in the 
states of New Jersey and New York and is accredited 
by the American Institute of Certified Public 
Accountants (AICPA) in business valuation (ABV), 
certified in financial forensics (CFF) and as a personal 
financial specialist (PFS). Ed is also admitted to 
practice before the United States Tax Court and has 
testified as an expert witness in federal and state court 
regarding business valuations, and twice at the House 
Ways and Means Committee on tax reform, fairness 
and reduction 
 
A graduate of City College of New York, Ed earned 
his bachelor of business administration degree. He is a 
member of the AICPA, the New Jersey Society of 
Certified Public Accountants (NJSCPA) and the New 
York State Society of Certified Public Accountants 
(NYSSCPA). In addition, Ed was a founding partner 
of Mendlowitz Weitsen, LLP, CPAs, which merged 
with WS+B in 2005. Currently, he serves on the 
NYSSCPA Estate Planning Committee, and was 
chairman of the committee that planned the 
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NYSSCPA’s 100th Anniversary. The author of 19 
books, Ed has also written hundreds of articles for 
business and professional journals and newsletters. He 
is the contributing editor to the Practitioners Publishing 
Company’s 706/709 Deskbook, and the AICPA’s 
Management of an Accounting Practice Handbook, Corporate 
Controller’s Handbook and Wiley’s Handbook on Budgeting 
and is on the editorial board of Bottom Line/Personal 
newsletter and the Journal of Accountancy Member Panel 
on Business Valuation. Appearing regularly on 
television news programs, Ed has also been quoted in 
numerous major newspapers and periodicals in the 
United States. He is the recipient of the Lawler Award 
for the best article published during 2001 in the Journal 
of Accountancy.   
 
Ed is a frequent speaker to many professional and 
business groups, including the AICPA, NJSCPA, 
NYSSCPA, American Management Association, the 
National Committee for Monetary Reform, University 
of Medicine and Dentistry in NJ and many more. For 
11 years, he taught courses on financial analysis, 
corporate financial policy and theory, monetary and 
fiscal policy and managerial accounting in the MBA 
program at Fairleigh Dickinson University.  
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INTRODUCTION!
Since 1980 I have been presenting Managing Your Tax 
Season programs for many accounting groups including 
the AICPA, NJSCPA, NYSSCPA and CTSCPA.  I 
have also authored two books for the AICPA with 
that title. Wrote many articles for the Journal of 
Accountancy on the subject and developed and 
presented four webinars for Accounting Today 
Institute, also on the topic.   

Two personal benefits of the writing and speaking is 
that it focuses me on what is happening, the 
processes, error avoidance, interaction with clients and 
forces me to be able to clearly relay what I see and 
possible solutions.  The other benefit is the calls I 
have received from hundreds of CPAs asking 
questions or letting me know how they do things.  In 
some way, I have become a clearinghouse for tax 
season processes and procedures.   

What follows is a condensation of some major 
procedures and methods to better serve your clients, 
grow your practice and have more fun.  Everything 
here works – whether for me, my firm or the 
hundreds of CPAs that shared what they do.  
Knowing how busy tax preparers are during that time 
of year I tried to be as stingy with words as possible 
working with bullets and brief introductions to each 
section.  These 27 ways work.  Try some, or even one 
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– but do something and get started to making more 
money, servicing clients better and having more fun! 

-- Edward Mendlowitz  
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2.#Send$the$bill$with%the$return!
Tax season is a business and businesses need to be 
paid.  It is harder to justify prices when providing 
services rather than products.  Products are usually 
priced before delivery while many times services are 
priced after delivery, i.e. performance.  Many 
accountants price returns before they are worked on, 
usually basing the fee on last year, or a rate schedule.  
Sending a bill with the return establishes the 
relationship that you should be paid promptly for the 
work done.  It shows that you run a business and also 
provides a courtesy to the client in that they can 
immediately evaluate the cost and value of what was 
done 

a) The quicker you bill, the quicker you are 
paid 

b) The highest value after you complete the 
work is the first time the client sees the 
results of your efforts – having the bill helps 
the client relate the service and benefits to 
their cost (Note: some people believe the 
greatest value is when the client decides he 
needs the service and that’s usually when 
you are engaged.  That might be the best 
time to set your fee) 
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6.#Eliminate)atmosphere)of)
urgency!

Urgency creates stress and pressure and leads to 
mistakes and improper perceptions of the quality of 
the work 

a) Planning and execution reduce urgency 

b) One way to eliminate urgency is to properly 
plan the work with realistic deadlines and 
proper resources 

c) Tax returns should be assigned to the proper 
level available staff person.  Occasionally 
returns are given to staff with other work 
commitments and if there is incomplete 
information a break occurs and the return can’t 
be picked up by the person that started it, 
causing additional delays creating urgency 

d) No one likes to always work under pressure and 
an atmosphere of occasional urgency usually 
grows into perpetual urgency for everything.  
Playing catch up does not make happy campers 
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8.#Stop$the$small$leaks!that!can$
cause&great&damage!

Some people are micro managers and anal with details.  
Others are big picture managers letting details take 
care of themselves.  Neither is completely effective 
and both disciplines need to be balanced. There is a 
time for details and a time for big picture thinking.  
When setting up procedures and processes it is 
essential that all details be considered and planned for.  
Once the process is set up, there should be brief but 
continuous monitoring.  And then the big picture 
thinking should take over – that is where you will 
make your money.  But you can’t get to the big picture 
ever if you are always immersed in the details.  Not 
setting up methods right at the beginning and 
permitting a lack of adherence to them will thwart any 
chance of growth and the success you can achieve 

a) Small leaks are continuous errors, inattention, 
lack of focus and failure to follow procedures 
or use checklists 

b) Not catching small errors or a divergence of 
proper processes shows a lack of oversight that 
is usually taken advantage of with more and 
more digressions 
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13.$Quick&and&easy&research 

I keep a few of the one volume tax guides in my office 
so I could look up a quick answer when I need to.  
Recently a golf buddy emailed me a question that I 
thought I could answer quickly.  He wanted to know 
that if he was in the “zero” percent capital gains tax 
bracket, did that apply to an unlimited amount of 
capital gains? Sounds like a simple question.  Well I 
looked it up on line and then in three one volume tax 
guides. Only one source had thorough coverage of the 
issue.  I ended up spending an hour on this “simple” 
question including my emailed response.  Nothing is 
simple anymore 

a) Research techniques 

Needing an answer to a question you don’t know will 
slow you up and insert a bottleneck in your 
production line.  There are three types of research – 
light, heavy and just want to make sure.  Every 
preparer should be equipped with a one volume tax 
guide (either paper or a digital version) to look up 
questions.  My rule is simple.  If a preparer doesn’t 
know something – they should spend a half hour, but 
not any more time than that and if they don’t have an 
answer, they should go to someone above them for 
assistance.  Show them what you found or did not 
find and ask how you should proceed.  Sometimes 
they will point them in the right direction, and 
sometimes it would be something above their level 
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14.$Fix!the$top#21#reasons#why$
clients(switch!firms!

Clients have many choices including the choice of a 
tax preparer.  Every new client an accountant gets is 
because that client left – fired – their previous 
accountant.  Following is a listing of major reasons 
why clients switch accountants 

1) Owed a large amount that wasn’t expected 

2) Get super large refund that wasn’t expected 

3) Doesn’t return phone calls 

4) Last minute rush 

5) Errors every year 

6) Large (or even a small) error not apologized 
for, or explained 

7) “Dumb” phone calls from CPA’s office 

8) Fee too high (based on previous years) 
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26.$Know$your$tax$practice!
metrics!

On the next page, try filling in your numbers.  See if 
there is growth, stagnation or decline.  Think back to 
when you started.  How rapid was the growth? 
Compare that to now. 
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Top$12#Tax#Return#Preparation#
Errors!

1. Number transposition and spelling errors. This 
includes income and deduction amounts and client 
Social Security numbers, addresses and zip codes. 
Spelling errors should also be avoided – they indicate 
a lack of attention to what you are doing. 

2. Unreported 1099 income. Clients frequently leave 
out 1099s, but the preparer should make sure all 1099 
items from last year are accounted for. Missing 1099s 
that were not final for last year should be accounted 
for. 

3. Tax payments. Entering incorrect and unpaid 
amounts can be avoided by requiring the client to 
provide “proof” of the payments. Entering 
“incorrect” amounts provided by the client is a major 
cause of tax notices. 

4. Keeping review notes after the return is 
completed. This can create liability issues if there is 
ever a controversy over the return. Review notes 
usually deal with errors and omissions and the type 
and quantity of them can indicate a lack of training, 
proper procedures, adherence to processes or care. 
Retaining these notes cannot ever help you. 
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Reviewer’s)Checklist$For$
Business'Tax'Returns!!

Client ________________________ Year _____ 

Prepared By ___________________ Date _____ 

 [Notes: 1) The term owners will be used to refer to 
stockholders, partners or members, as the case may be. 2) Even 
though “trial balance” is used in this check list, you can use the 
Company’s financial statements if that was what was used for 
the preparation of the tax return, or computer generated 
statements] 

Following is a suggested checklist of things for the 
reviewer to do: 

1. ___ Did audit manager of this client review the 
input and result Yes____ No____ 

2. ___ Review client’s name and address, business 
code, State of incorporation and all EINs and 
owner’s Social Security numbers (if this is first 
year doing this client’s return) 

3. ___ Pass through entities: managing owner 
should have submitted an updated address list 
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Reviewer'Qualification'Test:!
10#Questions!

The primary people that should review tax returns are 
trained tax department reviewers. However, often the 
bunching and compression of work shifts some of the 
review to higher level non tax personnel such as audit 
managers and partners who might not necessarily have 
the comprehensive training, background, and 
experience to handle everything that might come up 
during the tax preparation process. Additionally, in 
many firms, almost everyone on the staff prepares 
some returns, and that lack of dedicated preparers 
with the trained skills places an added burden on the 
tax reviewers, making it important for them to have 
the range of experience needed to perform the review. 

Following are 10 questions reviewers should be able 
to answer to qualify for their role. 

Note: Whether or not you agree with the questions 
below, you have to consider a method for making sure 
reviewers are qualified. Doing so should also include 
reviewer-appropriate CPE and in-house training. 
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ABOUT&THE&PUBLISHER!
Bay Street Group LLC provides custom research, 
marketing, communications, strategic consulting, 
publishing and digital media for the professional tax, 
accounting and finance community. 
 
Delivering state of the art services: 

• Research 
• Analysis 
• Communications 
• Strategic Planning 
• Lead Generation 
• Alliances 
• Business Development 

 
With know-how and resources: 

• Experience 
• Insight 
• Execution 

 
PO Box 5139 
East Hampton, NY 11937 
Phone: (631) 604-1651 
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MORE%FROM%CPA$TRENDLINES!
Tax, accounting and finance professionals can find 
more professional resources and actionable 
intelligence at cpatrendlines.com, published by Bay 
Street Group LLC. 

CPA Trendlines is the home of many practical 
resources, including: 

• CPA Firm Management & Governance 
• CPA Firm Succession Planning: A Perfect 

Storm 
• Effective Partner Relations and 

Communications 
• Guide to Planning the Firm Retreat 
• How To Bring in New Partners 
• How to Operate a Compensation Committee 
• Professional Services Marketing 3.0 by Bruce 

W. Marcus 
• Strategic Planning and Goal Setting for Results 
• The Rosenberg MAP Survey 
• Trends in Accounting Firm Marketing 

Strategies 
• What Really Makes CPA Firms Profitable? 

 
All are available at baystreetgroup.com/store. 
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