PASADENA TAX SERVICES
 ENGAGEMENT LETTER FOR TAX PREPARATION 
AND/OR TAX PLANNING ENGAGEMENTS                                                                         DATE __________
Name __________________________________________________
Address ________________________________________________ 
Email __________________________________   Preferred Phone_________________________           
Re: Engagement Letter for Preparing Certain Tax Returns. 
Dear : 
Thank you for selecting our Tax Preparation firm, PASADENA TAX SERVICES, to assist you with needed tax work. We are sending you this engagement letter to confirm the terms of, and limitations upon, the professional tax services that our firm has agreed to perform on your behalf.  Please write your legal  NAME______________________________________________________.  We will prepare and submit to you for filing the federal and state income tax returns for you for the _____tax year. The specific tax returns we have agreed to prepare for you are as follows: Each type name, tax authority, time period:       ( ie. John Smith 1040, 540 - 2016 ) _____________________________________________________.  Any additional returns that you may be required to prepare and file for any tax authority are not part of this engagement. 
We must have your full cooperation and assistance in preparing your tax returns. We will prepare the tax returns we have agreed to undertake for you using and relying on the information and documents that you are providing to us. We must have your cooperation in providing us in a timely and complete fashion with all of this needed information and documentation. We may ask you to clarify certain items you furnish to us, but we will not audit or otherwise independently verify any of the information and documents that you are furnishing to us. Should we not have your full cooperation in gathering together all of this needed information and documentation in a timely fashion, and to otherwise cooperate with us, we reserve the right to disengage from this engagement by sending you written notice to that effect. 
Our engagement will be complete once we deliver to you the completed tax returns that we are preparing on your behalf. Thereafter, you will be totally responsible for filing these returns (unless our efiling process is included) and making any needed payments in a timely fashion with the appropriate taxing authorities. 
We have also agreed to provide you as part of this engagement with certain tax planning services that are related to the preparation of the tax returns listed above. Unless agreed to otherwise in writing, these tax planning services, however, will be limited to advising you of any steps you might still take to minimize your tax liability in connection with the specific tax returns listed above that we are now preparing on your behalf. No other tax planning services you may need assistance on will be provided as part of this engagement unless we later agree in writing to do so. 
If during the course of performing this engagement we discover information or documents that affects any prior-year return, we will bring this issue to your attention. We will not, however, be responsible for identifying all matters that might affect returns for prior years. Should you become aware of any such matter, please contact us to consider the best way to resolve the situation. 
We have agreed that our firm will be compensated on a timely basis at the rates set forth on our website.  The sample rate sheet for the forms and professional time we require to undertake and complete this tax engagement is listed as well as the percentage of increases to these fees as tax deadlines are passed from April to October.  Extraneous work required above and beyond the normal course of preparation will be billed at $50. an hour.  We have also agreed that our firm will be paid on a timely basis for the cash disbursements we reasonably incur in the course of an audit representation or any other tax services that may be required besides annual tax reporting.
 It is understood and agreed that if you do not pay these fees and cash disbursements in a timely manner, once billed, that we reserve the right to withdraw from this engagement by sending you written notice to that effect. It is further understood and agreed that should any such withdrawal on our part take place that you will remain responsible for paying all of our fees and cash disbursements that have accrued up to the date of our firm’s withdrawal from this engagement. 
We have further agreed that should you and our firm reach any substantial disagreement regarding what information we believe in our professional opinion must be disclosed in these tax returns that we also reserve the right to withdraw from this engagement on that ground by sending you written notice to that effect. It is further understood and agreed that should any such withdrawal on our part take place that you will remain responsible for paying all of our fees that have accrued up to the date of our accounting firm’s withdrawal on such grounds from this engagement. 
We need to have you sign where indicated at the bottom of this letter agreement, and return one signed copy to us, to confirm that you agree that this engagement letter fairly sets forth the agreement between us regarding both the terms of and limitations upon the professional tax services that we have agreed to provide on your behalf. Should you have any questions about this needed requirement or any of the provisions set forth above in this engagement letter, feel free to contact us. 
Very Truly Yours, 
________________________, 
On behalf of  Pasadena Tax Services  

ACCEPTED AND AGREED TO BY 
Complete Name of Client or Clients 
By:________________________________________________________ Date: ___________________
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