
We appreciate the opportunity to work with you. To minimize the possibility of a misunderstanding between us, we are setting 

forth pertinent information about the services we will perform for you. 

We will prepare your 2016 federal and state income tax returns from information you furnish us. We will not audit or otherwise

verify the data you submit, although we may ask you to clarify some of the information. 

It is your responsibility to maintain, in your records, the documentation necessary to support the data used in preparing your tax 

returns, including but not limited to the auto, travel, entertainment, and related expenses and the required documents to 

support charitable contributions over $250. If you have any questions as to the type of records required, please ask us for advice 

in that regard. It is also your responsibility to carefully examine and approve your completed tax returns before signing and 

returning e-file approval documents or mailing them to the tax authorities. We are not responsible for the disallowance of 

doubtful deductions or inadequately supported documentation, nor for resulting taxes, penalties and interest. 

Professional standards now require us to electronically file all federal and state individual income tax returns (“e-filing”). 

However, you do have the right to “opt out” of the e-filing program. Please notify our firm immediately should you desire not to 

have your return e-filed, so that we may provide you with the form(s) necessary for opting out of the e-file program. Please note 

that unless you notify us of your desire to not e-file your return, we will prepare your return to be e-filed. 

We are responsible for preparing only the income tax returns for the individuals / entities listed above. Our fee does not include 

responding to inquiries or examination by taxing authorities. However, we are available to represent you. Our fees for such 

services are at our standard rates and would be covered under a separate engagement letter. 

We will use our judgment to resolve questions in your favor where a tax law is unclear if there is a reasonable justification for 

doing so. Whenever we are aware that a possibly applicable tax law is unclear or that there are conflicting interpretations of the 

law by authorities (e.g., tax agencies and courts), we will explain the possible positions that may be taken on your return. In 

accordance with our professional standards, we will follow whatever position you request, as long as it is consistent with the 

codes, regulations, and interpretations that have been promulgated. If the IRS should later contest the position taken, there may 

be an assessment of additional tax plus interest and penalties. Currently, the IRS and state taxing agencies are aggressive in 

assessing penalties. We assume no liability for any such additional penalties or assessments. In the event, however, that you ask 

us to take a tax position that in our professional judgment will not meet the applicable laws and standards as promulgated, we 

reserve the right to stop work and shall not be liable to you for any damages that occur as a result of ceasing to render services. 

Fees for our services will be at our standard rates. Payment for service is due when rendered and invoiced. We reserve the right 

to stop work on any account that is 30 days past due, in accordance with our firm’s stated collection policy. 

It is our policy to keep records related to this engagement for 7 years. Tra Enterprises LLC does not keep any original client

records, so we will return those to you at the completion of the services rendered under this engagement. When records are 

returned to you, it is your responsibility to retain and protect your records for possible future use, including potential 

examination by any government or regulatory agencies. 

By your signature below, you acknowledge and agree that upon the expiration of the 7-year period Tra Enterprises LLC shall be

free to destroy our records related to this engagement. 

If the above fairly sets forth your understanding, please sign the enclosed copy of this letter and return it to us. We are pleased 

to have you as a client and look forward to a long and mutually satisfying relationship. 

SIGNED AND ACCEPTED: 

Taxpayer: ____________________________________ Spouse (if applicable): ____________________________________ Date: ____________ 


	Date: 
	Taxpayer: 
	Address: 
	City, State Zip: 


