
 
 
 
Name:    _______________________________    2010 Individual Engagement Letter  
 
Address: _______________________________  
 

   _______________________________  
 
 
 
 
This letter is to confirm and specify the terms of our engagement with you and to clarify the nature and 
extent of the tax services we will provide.  
 
We will prepare the federal and state(s) individual income tax returns for calendar year December 31, 
2010. We are under no duty to review the information you provide to determine whether you may have a 
filing obligation with another state. If we become aware of any other filing requirement, we will tell you 
of the obligation and may prepare the appropriate returns at your request as a separate engagement.  
 
We will also review the monthly accounti ng of the single-owner LLC that appears on your individual tax 
return.  
 
This engagement letter does not cover the preparation of any financial statements, which, if we are to 

provide, will be covered under a separate engagement letter.  

It is your responsi bility to provide all the information required for the preparation of complete and 

accurate returns. You should retain all the documents, canceled checks, and other data that form the basis 

of income and deductions. These may be necessary to prove the accuracy and completeness of the returns 

to a taxing authority. You have the final responsibility for the income tax returns and, therefore, you 

should review them carefully before you sign them. 

We may provide you with a questionnaires or other document requesting specific information. 

Completing those forms will assist us in making sure you are well served for a reasonable fee. You 

represent that the information you are supplying to us is accurate and complete to the best of your 

knowledge and that you have disclosed to us all relevant facts affecting the returns. We will not verify the 

information you give us; however, we may ask for additional clarification of some information.  

You should also know that IRS audit procedures will almost always include questions on bartering 

transactions and on deductions that require strict documentation such as travel and entertainment 

expenses and expenses for business usage of autos, computers, and cell phones. In preparing your returns, 

we rely on your representations that we have been informed of all bartering transactions and that you 

understand and have complied with the documentation requirements for your expenses and deductions. If 

you have questions about these issues, please contact us. 

 



If, during our work, we discover information that affects your prior-year tax returns, we will make you 

aware of the facts. However, we cannot be responsible for identifying all items that may affect prior-year 

returns. If you become aware of such information during the year, please contact us to discuss the best 

resolution of the issue. We will be happy to prepare appropriate amended returns as a separate 

engagement.  

Our work in connection with the preparation of the tax return(s) does not include any procedures designed 

to discover defalcations or other irregularities, should any exist. The returns will be prepared solely from 

information provided to us without verification by us.  

The firm may from time to time, and depending on the circumstances, use third-party service provide rs to 

assist in preparing your return, but these preparers will not make substantive decisions concerning your 

return. We may share tax return information with these service providers, but remain committed to 

maintaining the confidentiality and security of your information. Accordingly, we maintain internal 

policies, procedures and safeguards to protect the confidentiality of your personal information. In 

addition, we will secure confidentiality agreements with all service providers to maintain the 

confiden tiality of your information and we will take reasonable precautions to determine that they have 

appropriate procedures in place to prevent the unauthorized release of your confidential information to 

others. In the event that we are unable to secure an appropriate confidentiality agreement, you will be 

asked to provide your consent prior to the sharing of your confidential information with the third-party 

service provider. Furthermore, the firm will remain responsible for the work provided by any such third-

party service providers.  

In accordance with federal law, in no case will we disclose your tax return information to any location 

outside the United States, to another tax return preparer outside of our firm for purposes of a second 

opinion, or to any other third party for any purpose other than to prepare your return without first 

receiving your consent.  

The Internal Revenue Code and regulations impose preparation and disclosure standards with non-
compliance penalties on both the preparer of a tax return and on the taxpayer. To avoid exposure to these 
penalties, it may be necessary in some cases to make certain disclosures to you and/or in the tax return 
concerning positions taken on the return that do not meet these standards. Accordingly, we will discuss 
tax positions that may increase the risk of exposure to penalties and any recommended disclosures with 
you before completing the preparation of the return. If we concluded that we are obligated to disclose a 
position and you refuse to permit the disclosu re, we reserve the right to withdraw from the engagement 
and you agree to compensate us for our services to the date of withdrawal. Our engagement with you will 
terminate upon our withdrawal.  

The IRS permits you to authorize us to discuss, on a limited basis, aspects of your return for one year after 

the return's due date. Your consent to such a discussion is evidenced by checking a box on the return. 

Unless you tell us otherwise, we will check that box authorizing the IRS to discuss your return with us. 

It is our policy to keep records related to this engagement for 3 years. However, we do not keep any of 

your original records, so we will return those to you upon the completion of the engagement. When 

records are returned to you, it is your responsibility to retain and protect the records for possible future 

use, including potential examination by governmental or regulatory agencies.  



By signing this engagement letter, you acknowledge and agree that upon the expiration of the 3 year 

period, we are free to destroy our records related to this engagement.  

Certain communications involving tax advice are privileged and not subject to disclosure to the IRS. By 

disclosing the contents of those communications to anyone, or by turning over information about those 

communications to the government, you may be waiving this privilege. To protect this right to privileged 

communication, please consult with us or your attorney prior to disclosing any information about our tax 

advice.  Should you decide that it is appropriate for us to disclose any potentially privileged 

communication, you agree to provide us with written, advance authority to make that disclosure.  

Should we receive any request for the disclosure of privileged information from any third party, including 

a subpoena or IRS summons, we will notify you. In the event you direct us not to make the disclosure, 

you agree to hold us harmless from any expenses incurred in defending the privilege, including, by way 

of illustration only, our attorney's fees, court costs, outside adviser's costs, or penalties or fines imposed as 

a result of your asserting the privilege or your direction to us to assert the privilege.  

The return(s) may be selected for review by the taxing authorities. In the event of an audit, you may be 

requested to produce documents, records, or other evidence to substantiate the items of income and 

deduction shown on a tax return. Any proposed adjustments by the examining agent are subject to certain 

rights of appeal. In the event of a tax examination, we will be available, upon request, to represent you. 

However, such additional services are not included in the fees for the preparation of the tax return(s).  

Our fees for tax services will be based in part upon the amount of time required at our standard billing 

rates for the personnel working on the engagement, plus out-of-pocket expenses. All invoices are due and 

payable upon presentation.  

We have the right to withdraw from this engagement, in our discretion, if you don't provide us with any 

information we request in a timely manner, refuse to cooperate with our reasonable requests or 

misrepresent any facts. Our withdrawal will release us from any obligation to complete your return and 

will constitute completion of our engagement. You agree to compensate us for our time and out-of-pocket 

expenses through the date of our withdrawal.  

If the foregoing correctly sets forth your understanding of our tax engagement, please sign this letter in 

the space below and return it to our office. If you disagree with any of these terms, please notify us 

immediately.  

We want to express our appreciation for this opportunity to work with you. 
 
Very truly yours,  
 

 
 
 
 
Agreed to & Accepted By: ___________________________________________________________     



Questions
________________________________________________________________________________

Please check the appropriate box and include all necessary details  and documentation .

Yes No

Personal Information
Did your marital status change during the year? p p 
If yes, explain: ______________________________________________
Did your address change from last year? p p 
Can you be claimed as a dependent by another taxpayer? p p 
Did you change any bank accounts that have been used to direct deposit 
(or direct debit) funds from (or to) the IRS or other taxing authority during
the tax year? p p 

Dependent Information
Were there any changes in dependents from the prior year? p p 
If yes, explain: ______________________________________________
Do you have any children under age 19 or a full-time student under age 24 with

 unearned income in excess of $1900? p p
Do you have dependents who must file a tax return? p p
Did you provide over half the support for any other person(s) during the year? p p
Did you pay for child care while you worked or looked for work? p p
Did you pay any expenses related to the adoption of a child during the year? p p

 If you are divorced or separated with child(ren), do you have a divorce decree
or other form of separation agreement which establishes custodial responsibilities? p p

Purchases, Sales and Debt Information
Did you start a new business or purchase rental property during the year? p p 
Did you acquire a new or additional interest in a partnership or S corporation? p p 
Did you sell, exchange, or purchase any real estate during the year? p p 
Did you purchase or sell a principal residence during the year? p p 
Did you foreclose or abandon a principal residence or real property  during the year? p p
Did you acquire or dispose of any stock during the year? p p  
Did you take out a home equity loan this year? p p 
Did you refinance a principal residence or second home this year? p p 
Did you sell an existing business, rental, or other property this year? p p
Did you incur any non-business bad debts this year? p p 
Did you have any debts canceled or forgiven this year? p p 
Did you purchase a new hybrid, alternative motor, or electric motor energy  
efficient vehicle this year? p p
Did you pay any student loan interest this year? p p

Income Information
Did you have any foreign income or pay any foreign taxes during the year? p p 
Did you receive any income from property sold prior to this year? p p 
Did you receive any lump-sum payments from a pension, profit sharing or 
401(k) plan? p p 
Did you make any withdrawals  from or contributions to an IRA, Roth, Keogh,
SIMPLE, SEP, 401k, or other qualified retirement plan? p p 
Did you make any withdrawals from an education savings or 529 Plan account? p p
Did you receive any distributions from a Health savings account (HSA), Archer 
MSA, or Medicare Advantage MSA this year? p p 
Did you receive any Social Security benefits  during the year? p p
Did you receive any unemployment benefits  during the year? p p
Did you receive any disability income during the year? p p
Did you receive tip income not reported to your employer this year? p p 
Did any of your life insurance policies mature, or did you surrender any policies? p p



Did you cash any Series EE or I U.S. Savings bonds issued after 1989? p p 

Itemized Deduction Information
Did you incur a casualty or theft loss during the year? p p 

Did you pay out-of-pocket medical expenses (Co-pays, prescription drugs, etc.)? p p 
Do you have evidence to substantiate charitable contributions? p p 
Did you make any noncash charitable contributions (clothes, furniture, etc.)? p p
Did you donate a vehicle or boat during the year? If yes, attach Form 1098-C. p p
Did you have an expense account or allowance during the year? p p 
Did you use your car on the job, for other than commuting? p p 
Did you work out of town for part of the year? p p 
Did you have any expenses related to seeking a new job during the year? p p 
Did you make any major purchases during the year (cars, boats, etc.)? p p 
Did you make any out-of-state purchases (by telephone, internet, mail, in person)
that the seller did not collect state sales or use tax? p p

Miscellaneous Information
Did you make gifts of more than $13,000 to any individual? p p 
Did you have any educational expenses  during the year? p p 
Did you make any contributions to an education savings or 529 Plan account? p p
Did you make any contributions to a Health savings account (HSA) or Archer MSA? p p
Did you pay long-term health care premiums for yourself or your family? p p
Did you pay any COBRA health care coverage continuation premiums? p p
Are you a business owner and have paid health insurance premiums for your
employees this year? p p
Did you utilize an area of your home for business purposes? p p
Did you engage in any bartering transactions? p p 
Are you an active participant in a pension  or retirement  plan? p p 
Did you retire or change jobs this year? p p
Did you incur moving costs because of a job change? p p
Did you, your spouse, or your dependents attend a post-secondary school
during the year, or plan to attend one in the coming year? p p 
Did you pay any individual as a household employee during the year? p p
Did you make energy efficient improvements to your main home this year? p p
Were you a grantor or transferor for a foreign trust, have an interest in or a
signature or other authority over a bank account, securities account, or
other financial account in a foreign country? p p 
Did you receive correspondence from the State or the Internal Revenue Service? p p  
If yes, explain: ______________________________________________
Do you want to designate  $3 to the Presidential Election Campaign Fund?
If you check yes, it will not change your tax or reduce your refund. p p 
Did you pay state and local real estate property taxes this year?  If yes,
please attach a supporting statement.  p p
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