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 Tax Preparation Engagement Letter 

Dear Client, 

Thank you for choosing R.J. Testo & Associates to assist you with your tax preparation needs. This letter 

confirms the terms of our engagement and outlines the nature and scope of the services we will provide. 

Scope of Services 

We will prepare the federal and state income tax returns that you request using the information you 

provide. We may ask for clarification or additional documentation as needed; however, we will not audit, 

verify, or independently validate the information submitted. To assist you, we will provide a tax preparation 

checklist to help ensure all necessary information is supplied. 

Client Responsibilities 

You are responsible for providing complete and accurate information required for the preparation of your 

tax returns. You should retain all supporting documents, including receipts, canceled checks, and records 

related to income and deductions, as these may be required to substantiate your returns in the event of 

an inquiry or examination by a taxing authority. 

Although we prepare your returns based on the information you provide, you remain ultimately 

responsible for the content and accuracy of the returns. We strongly encourage you to carefully review all 

returns before signing and filing them. 

Our services do not include procedures designed to detect fraud, defalcations, or other irregularities. Any 

accounting or analysis performed will be limited solely to what is necessary for the preparation of your 

income tax returns. 

Tax Positions & Professional Judgment 

When tax law is unclear or subject to differing interpretations, we will use our professional judgment to 

resolve such matters. Unless you instruct us otherwise, we will apply the “realistic possibility of success” 

standard in determining reporting positions. Please note that tax authorities may impose penalties for 

understatements of tax liability. If you have concerns regarding potential penalties, please discuss them 

with us. 

Audits & Examinations 

Tax returns may be selected for examination by federal or state taxing authorities. Any resulting 

adjustments are subject to appeal. If you wish for us to represent you during an examination, audit, or 
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appeal, this will constitute a separate engagement and will require a separate engagement letter outlining 

the scope of services and applicable fees. 

Fees & Billing 

Fees for tax preparation services are based on the time required, complexity of the returns, and applicable 

standard billing rates, plus any out-of-pocket expenses. Invoices are due upon receipt.  Balances unpaid 

for more than 90 days will accrue interest at a rate of 1.5% per month. If a balance remains unpaid for 

more than six months, we reserve the right to pursue collection or legal action, and you will be responsible 

for all associated costs. 

Record Retention & Confidentiality 

We will retain copies of the records you provide, along with our workpapers, for a period of seven (7) 

years, after which they may be destroyed. Original records will be returned to you either in hard copy or 

through our secure client portal upon completion of the engagement.  We will not release any information 

to third parties without your written authorization, except as required by law. 

If this letter accurately reflects your understanding of the terms of our engagement, please sign and date 

below. 

Thank you again for the opportunity to assist you with your tax preparation needs. 

Sincerely, R.J. Testo & Associates 

 

Accepted and Agreed: 

 

__________________________________  __________________ 

Client Signature         Date 

 

__________________________________  __________________ 

Client Signature         Date 

 

Pursuant to IRS Circular 230, any tax advice contained in this engagement letter or provided to you orally 

or in writing by R.J. Testo & Associates is not intended or written to be used, and cannot be used, by you 

for the purpose of avoiding penalties that may be imposed under the Internal Revenue Code. Any such 

advice is based on our understanding of the facts provided by you and current tax law, which is subject to 

change. You should consult with us regarding the applicability of any advice to your specific circumstances. 


