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ENGAGEMENT LETTER
INDIVIDUAL INCOME TAX RETURN

Dear Client: 

This letter is to specify the terms of our engagement with you and to clarify the nature and extent of the services we will provide. In order to ensure an understanding of our mutual responsibilities, we ask all clients for whom returns are prepared to confirm the following agreements:

We will:
1.
Prepare your federal and requested state income tax returns from information that you will provide. We will not audit or otherwise verify the data you submit, although it may be necessary to request clarification of some of the information. 

2.
Use professional judgment in resolving questions where the tax law is unclear, or where there may be conflicts between the taxing authorities’ interpretations of the law and other supportable positions. Unless otherwise instructed by you, we will resolve such questions in your favor whenever possible.

3.
Represent you (at your request) if your return is selected for review by the taxing authorities.  Any additional fees will be discussed at that time.

4.
Prepare the tax returns solely for filing with the Internal Revenue Service (IRS) and state and local tax authorities. 


A.
The tax returns we prepare are not intended to benefit or influence any third party, either to obtain credit or for any other purpose. As a result, we are not responsible for any and all claims arising from the use of the tax returns for any purpose other than filing with the IRS and state and local tax authorities, regardless of the nature of the claim, including the negligence of any party.


B.
Any representation by us to a third party regarding the tax returns will require additional written authorization from you and a minimum charge of $100 will apply to each representation whether written, verbal or electronic.

You agree to:

1. Provide all the information required for the preparation of complete and accurate return in a timely manner.

2. Pay any tax due by the payment due date (April 15) and also be responsible for interest late payment penalties assessed on payments made after the due date, and any late filing penalties assessed.

3. Hold our firm and any of its shareholders, employees, or agents harmless from any and all claims arising from the use of the tax returns for any purpose other than filing with the IRS and state and local tax authorities, regardless of the nature of the claim, including negligence by any party. 
4. Take final responsibility for the income tax returns and carefully review them for completeness and accuracy before they are filed.
Please verify that you understand the terms of our engagement by signing the in the space indicated and return it to our office.

Tax Year(s):[image: image1.wmf]

 

Taxpayer Name:  [image: image2.wmf]

   Spouse Name:  [image: image3.wmf]


Signature:  [image: image4.wmf]

    
        Signature: [image: image5.wmf]


Date:[image: image6.wmf]





Date:  [image: image7.wmf]


 SEQ CHAPTER \h \r 1Proactive Accounting & Advisory Services, PC
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INDIVIDUAL INCOME TAX QUESTIONNAIRE
Taxpayer name(s):    [image: image8.wmf]

Tax Year [image: image9.wmf]


Address: [image: image10.wmf]

       [image: image11.wmf]Same as last year



   [image: image12.wmf]


Home Phone:
[image: image13.wmf]


 Work Phone:
[image: image14.wmf]


Mobile Phone:[image: image15.wmf]

  
 Email Address: [image: image16.wmf]


Preferred method of contact: [image: image17.wmf]


How do you want your client copy of the tax return delivered?  


 [image: image18.wmf]pdf in secure internet portal

 


 [image: image19.wmf]paper copy


If any of the following items pertain to you or your spouse for the tax year, please check the appropriate box and provide additional information if necessary.

YES  NO
REQUIRED INFORMATION

[image: image20.wmf]
[image: image21.wmf]
Did you have any foreign income or pay any foreign taxes?
[image: image22.wmf]
[image: image23.wmf]
Do you have ownership or authority over any foreign bank accounts, investment or property? 

[image: image24.wmf]
[image: image25.wmf]
At any time during 2021, did you receive, sell, send, exchange or otherwise acquire any financial interest in any virtual currency?
[image: image26.wmf]
[image: image27.wmf]
Did you purchase health insurance through a state or federal insurance                              exchange (www.healthcare.gov)? (Please attach Form 1095A).       
[image: image28.wmf]
[image: image29.wmf]
May the IRS discuss your tax return with your preparer?

[image: image30.wmf]
[image: image31.wmf]
Did you receive an economic stimulus payment in 2021?  Amount [image: image32.wmf]




(Note: the third stimulus payment was made in March for $1,400 each person.)

[image: image33.wmf]
[image: image34.wmf]
Did you receive advanced child tax credit (ACTC) payments?  
Amount [image: image35.wmf]



(Note: ACTC payments were made July through December and account for half of your increased child tax credit for 2021.  IRS should send you letter 6419.)

PERSONAL INFORMATION
What was your marital status on December 31st?      [image: image36.wmf]Married



 CONTROL Forms.CheckBox.1 \s [image: image37.wmf]Single

    [image: image38.wmf]Head of Household


-For HOH only, are you single  [image: image39.wmf]Yes



 CONTROL Forms.CheckBox.1 \s [image: image40.wmf]No

 
do you have a qualifying child;  [image: image41.wmf]Yes



 CONTROL Forms.CheckBox.1 \s [image: image42.wmf]No


did you provide more than half the support for qualifying child [image: image43.wmf]Yes



 CONTROL Forms.CheckBox.1 \s [image: image44.wmf]No


YES  NO
[image: image45.wmf]
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Did your marital status change during the year?

[image: image47.wmf]
[image: image48.wmf]
Did your address change during the year?




DEPENDENTS
[image: image49.wmf]
[image: image50.wmf]
Were there any changes in dependents? 

If yes, please explain: [image: image51.wmf]




 INCOME
[image: image52.wmf]
[image: image53.wmf]
Did you receive any other income not reported on a W-2 or 1099?

[image: image54.wmf]
[image: image55.wmf]
Was your home, or other property you own, rented out or used for business?



DEDUCTIONS
[image: image56.wmf]
[image: image57.wmf]
Did you use your car on the job (other than to and from work)?



If yes, Business miles driven: [image: image58.wmf]


HSA INFORMATION
[image: image59.wmf]
[image: image60.wmf]
Did you make contributions to a health savings account (HSA)?  
[image: image61.wmf]
[image: image62.wmf]
Did you receive a distribution from a health saving account (HSA) that was                      not a reimbursement for health care costs?     

EDUCATION



[image: image63.wmf]
[image: image64.wmf]
Did you receive a distribution from an Education Savings Account or a Qualified Tuition Program?

[image: image65.wmf]
[image: image66.wmf]
Did you, your spouse, or a dependent incur any tuition expenses that are required to attend a college, university, or vocational school?

YES  NO
PURCHASES, SALES AND DEBT
[image: image67.wmf]
[image: image68.wmf]
Did you start a business or farm, purchase rental or royalty property, or acquire an interest in a partnership, S corporation, trust, or REMIC?
[image: image69.wmf]
[image: image70.wmf]
Did you buy or sell any stocks, bonds or other investment property?

[image: image71.wmf]
[image: image72.wmf]
Did you purchase, sell, or refinance your principal home or second home, or did you take a home equity loan?

[image: image73.wmf]
[image: image74.wmf]
Did you make any residential energy-efficient improvements or purchases involving solar, wind, geothermal or fuel cell energy sources?  Electric car?
[image: image75.wmf]
[image: image76.wmf]
Did you have any debts canceled or forgiven?

[image: image77.wmf]
[image: image78.wmf]
Did anyone owe you money which had become uncollectible?



RETIREMENT PLANS
[image: image79.wmf]
[image: image80.wmf]
Did you receive a distribution from a retirement plan (401(k), IRA, SEP, SIMPLE, Qualified Plan, etc.)?

[image: image81.wmf]
[image: image82.wmf]
Did you make a contribution to a retirement plan (401(k), IRA, SEP, SIMPLE, Qualified Plan, etc.)?

[image: image83.wmf]
[image: image84.wmf]
Did you transfer or rollover any amount from one retirement plan to another retirement plan?



MISCELLANEOUS
[image: image85.wmf]
[image: image86.wmf]
Were you notified or audited by either the Internal Revenue Service or the State taxing agency?

8839 S Redwood Road, Suite C3, West Jordan, UT 84088
801-935-9860
www.proactiveaccounting.org
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