



Engagement Letter – Personal Returns
Name_________________________________________________

Email Address__________________________________________

I have engaged your firm to prepare my:

______ Federal Income Tax Return-Form 1040 (electronic filed)

______ State Income Tax Return(s) (electronic filed)

______ City Income Tax Return(s) (______________________)

For the year ended December 31, 20___.  I understand that it is my responsibility to provide you with all of the information required to complete my tax return.  In that regard I state that, to the best of my knowledge and belief:

I have provided true, correct and complete information regarding the income as listed on the attached Forms W-2, 1099 and/or attached written summaries.  I understand that it is my responsibility to provide all the information necessary to complete the returns.  I will retain for at least 4 years all the documents, receipts, cancelled checks and other records required to substantiate the items of income and expense claimed on my return.

I have provided true, correct and complete information regarding amounts I have provided to you to claim as tax deductions, and have maintained written documentation supporting all amounts including logbooks and receipts.

I understand that taxing authorities may examine the returns, that documentation should be retained to support the information provided to you, especially business travel and entertainment deductions, business use %o f autos, cell phones and other assets, and barter activities, and that penalties may be imposed in returns that are late, underpaid or incorrect.

I understand that you will not audit or otherwise verify any information, that you may require clarification or additional information, that you are not responsible for disallowed deductions, or the inclusion of additional unreported income or any resulting taxes, penalties or interest.

I will contact you immediately if I discover additional information that will lead to a change in my return, or if I receive any letters from the IRS, state or local taxing authorities.

Proper preparation of your return requires time.  In order to ensure delivery of your return in time for filing by April 15, WE MUST HAVE SUBSTANTIALLY ALL OF YOUR INFORMATION BY MARCH 24, 20___.  Any returns for which data is received after this date cannot be guaranteed to be completed by April 15.
We are responsible for preparing only the returns listed above.  Our fee does not include responding to inquiries or examination by taxing authorities.  However, we are available to represent you, and our fees for such services are at our standard rates.

I understand that your bill will be due upon completion of these returns, and that additional services will not be performed until the bill for these services is paid in full.

In accordance with our firm’s current document retention policy, we will retain your tax returns for four years.  We will provide you a copy of the depreciation schedules and tax returns.  All of your original records will be returned to you.  After four years our files will no longer be available.

Our fees are based on the time expanded at our standard rates which are currently ________ for ________, other staff are billed at lower rates.  There is a minimum fee of $_______ for ________ income tax preparation.  Our fee is due when you pick-up your returns or before we mail them to you.

We appreciate the opportunity to serve you, and look forward to a continuing, mutually satisfying relationship.

Very truly yours,

YOUR NAME HERE
The terms described in this letter are acceptable and are hereby agreed to and shall remain in effect until terminated by either party.

Accepted by:___________________________________________  Date:___________

Accepted by:___________________________________________  Date:___________

New Clients Only-How did you hear about our firm?

______________________________________________________________________

