
December 21, 2017 

Dear Client, 

This letter is written to confirm our understanding of the terms of our engagement and the nature 
and extent of the income tax services we will provide.  

We will prepare your individual federal (and state) income tax returns for the year ended 
December 31, 2017. We will not audit or verify the data you submit to us; however, we may ask 
you to clarify some of the information. We will be available to assist and guide you in gathering 
the necessary information by furnishing you with questionnaires and/or worksheets, and by 
answering your questions.  

It is your responsibility to provide all the information necessary to complete your tax returns. You 
should retain all the documents, receipts, and cancelled checks and other records to substantiate 
the items of income and deductible expenses that are claimed on your return. Since you have the 
final responsibility for the information on your income tax returns, we highly recommend that 
you review the tax returns carefully before signing and filing them.  

We will perform accounting services only as needed to prepare your tax returns. Our work will 
not include procedures to find defalcations or other irregularities. Accordingly, our engagement 
should not be relied upon to disclose errors, fraud, or other illegal acts, though it may be 
necessary for you to clarify some of the information you submit. We will, of course, inform you 
of any material errors, fraud, or other illegal acts we discover. 

Fees for our services will be at our standard form rates. Additionally, we will be entitled to 
reimbursement for extra expenses that may include extra copies of returns and rerun fees. In most 
cases, our invoices are due and payable upon presentation. We do, however, reserve the right to 
ask for retainer fees to be paid in advance of work done.  

Your returns are subject to review by taxing authorities. However, just because your return is 
selected does not mean there is a problem. In your interest, it is advisable to contact us 
immediately upon receiving correspondence from either taxing agency and forward us copies of 
any correspondence you receive from them. Should an audit occur, we will be available to 
represent you at an additional fee. If any interest or penalties are assessed, they will be your 
responsibility.  

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. 



If a question arises interpreting tax law, and a conflict exists between the taxing authority’s 
interpretation of the law and other supportable positions, we will use our professional judgment in 
resolving these issues. Whenever possible, we will resolve said questions in your favor. 

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. 

We will return your original records to you at the end of this engagement. You should securely 
store these records, along with all supporting documents, cancelled checks, etc., as these items 
may later be needed to prove accuracy and completeness of a return. We will retain copies of 
your returns and our work papers for your engagement for seven years, after which these 
documents will be destroyed. 

If the foregoing is in accordance with your understanding of the terms and conditions of our 
engagement, please sign where indicated on the enclosed copy of this letter and return it to our 
office.  

We wish to express our appreciation for this opportunity to work with you, and we are always 
available to discuss or clarify any part of this engagement letter with you.  

Sincerely, 

Breeden & Associates, Ltd. 

Accepted By:   

____________________________________________________ 
Taxpayer  

____________________________________________________ 
Spouse 

____________________________________________________ 
Date Signed 


