Tax Preparation Engagement Letter
[Your firm letterhead]
[Date]
[Client name]
[Client address]
Re: Engagement for the preparation of your [year] income tax return
Dear [Client name],
Thank you for engaging [Your Firm Name]. This letter confirms the terms on which we will prepare your [individual / company / trust / partnership] income tax return for the year ending [date].
Scope of services. We will prepare your income tax return based on the information and records you provide, calculate the tax payable or refundable, file the return with the [IRS / ATO / HMRC / IRD / CRA] once you have approved it, and advise you of any payment due dates. We will not audit or independently verify the information you supply.
Services not included. This engagement covers the preparation and filing of the return described above only. It does not include tax planning or structuring advice, review or amendment of prior-year returns (unless separately agreed in writing), representation in any audit or examination by the [IRS / ATO / HMRC / IRD / CRA], bookkeeping, preparation of financial statements, or [sales tax / BAS / VAT / GST] filings. We are happy to quote for any of these separately.
Fees. Our fee for this engagement is $[amount] per return, payable within [14] days of invoice. If your return is more complex than a standard return (for example, multiple income sources, rental properties, or capital gains events), we will confirm a revised fee after reviewing your information and before we begin work.
Your responsibilities. You agree to provide complete and accurate information by [date], including all sources of income, the deductions you wish to claim together with supporting records, details of any significant transactions during the year, and, if you are a new client, a copy of your most recent tax return. The return is prepared from the information you provide, and responsibility for its accuracy and completeness remains with you. If information is provided late, the return may not be filed by the deadline, and any late-filing penalties or interest remain your responsibility.
Term and termination. This letter covers the [year] tax year only; we will issue a new engagement letter for each subsequent year. Either of us may end this engagement by written notice before the return is filed, in which case our fee for work performed to that date will be invoiced.
Confidentiality. We will keep your information confidential and use it only for the purposes of this engagement, except where disclosure is required by law or by our professional obligations.
Limitation of liability. Our total liability in connection with this engagement is limited to the fees paid for it. We accept no liability for any loss arising from inaccurate or incomplete information provided to us.
If you accept these terms, please sign and return a copy of this letter.
Sincerely,
[Name]
[Title], [Your Firm Name]
Accepted and agreed
Signature: ______________________ Date: ____________
[Client name], [Client / entity name]
Signature: ______________________ Date: ____________
[Name], [Your Firm Name]
How to use: replace everything in [brackets], delete anything that does not apply, and have the final letter reviewed under your professional standards before sending.
Free template from Tidyflow (tidyflow.com). Delete this line before sending.
