
 

Tax Time is here again! Thank you for choosing CBSi as your accounting service provider.

Step 1) 

Step 2) Read and sign the Client Service Agreement 

Step 3) 

Step 4) 

Contact our office during regular business hours with questions.

Phone (317)813-1001  Fax (317)813-1009

Indianapolis, IN 46250

Update the Fee Schedule and total at the bottom. As with Step 1, not all services and fees will 

apply to you. Provide Method of Payment information requested.

Send the organizer and the supporting documentation to our corporate office in Indianapolis, 

IN in the envelope provided.

Enclosed is your 2011 Tax Organizer with the step-by-step instructions on how to get started. At any time during 

this process, do not hesitate to call our office for assistance. 

8383 Craig Street   Suite 260

At CBSi, we are proud of the industry leading “14 day standard” ----- all work is completed, reviewed, collated, 

archived and mailed within fourteen days. This standard can only be met if all of the required information is 

provided and the necessary forms are completed correctly.

As we strive to meet this standard, we may need to be in contact with you throughout the process of preparing 

your returns. If questions arise or the information provided is not complete, it is critical that you respond quickly. 

If not, we cannot assure our "14 day standard".

Due to IRS requirements, all tax returns will be electronically filled. A copy of your completed returns and all your 

original documents will be sent back to you. 

To avoid any late filing penalties, we will automatically file extensions for all information received after March 15th 

at no additional charge.

Review the entire packet to get an understanding of its layout. See the Fee Schedule and Checklist  to 

determine which services apply to you. Not all parts of the organizer will be necessary to complete, so it 

is important to follow the Checklist as your guide. 
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