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Dear KMA, S.C Client: 
 

This is to confirm our understanding of the terms and objectives of our engagement and the 
nature and limitations of the services we will provide. 
 

We will prepare your 2022 federal and requested state income tax returns from 
information that you will furnish us. 
 
It is your responsibility to provide us with all the information needed to prepare complete and 
accurate returns. You represent that the information you provide will be accurate and complete 
to the best of your knowledge. We will not audit or otherwise verify the data you submit, 
although we may ask for clarification if the information appears to be incorrect, inconsistent, or 
incomplete. Our work in connection with the preparation of your income tax returns does not 
include any procedures designed to discover fraud, defalcations, or other irregularities, should 
any exist. 
 

You are responsible for the accuracy of your financial records and have the final responsibility 
for your income tax returns. Therefore, you should review them carefully before you sign and file 
them. 
 

Your returns may be filed electronically. We will provide you with a copy of your final 
returns for review prior to electronic transmission. The IRS requires that you sign an e-file 
authorization form indicating that you have reviewed the return, it is correct to the best of your 
knowledge, and you authorize us to submit it electronically. We cannot transmit any return until 
we have the appropriate signed authorizations. We also require payment of our fees before 
we will release your returns to the taxing authorities. 
 

The fees for these services are billed at our standard hourly rates. You will also be billed for out-
of-pocket costs such as technology fees, word processing, postage, travel, etc. The balance is 
due upon completion of the returns. RETURNS WILL NOT BE RELEASED TO THE TAXING 
AUTHORITIES UNTIL PAYMENT IS RECEIVED. In accordance with our firm policies, accounts 
outstanding more than 30 days will be charged a late fee of 1% per month. The late fee is 
compounded monthly on the entire outstanding balance.  
 

If we elect to terminate our services for nonpayment, our engagement will be deemed to have 
been completed upon written notification of termination, even if we have not completed the 
services outlined in our engagement. You will be obligated to compensate us for all time 
expended (at our standard rates) plus all out-of-pocket expenses through the date of 
termination. 
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Like many businesses, we are seeing rising expenses due to the pandemic, changing laws, supply 
chain issues and overall escalating cost trends. Specifically, there have been dramatic cost 
increases in sustaining our work force, benefits, software, supplies and technology. Due to these 
reasons, you may see an increase in your tax preparation invoice. 
 
Your returns will be prepared in accordance with the appropriate tax laws. We will use our 
judgment to resolve questions in your favor where the tax law is unclear, or where there are 
conflicts between the tax authorities’ interpretation of the law and other supportable positions. 
There may be situations where we are required by law to disclose a position on a tax return. We 
are not attorneys; therefore, we cannot provide you with a legal opinion on various tax 
positions, however, we can advise you of the consequences of different positions. We will adopt 
whatever position you request on your returns so long as it is consistent with our professional 
standards and ethics. In the event, however, that you ask us to take an unsupported tax position 
or refuse to make any required disclosures, we reserve the right to withdraw from the 
engagement without completing or delivering the tax returns. Such withdrawal would complete 
our engagement and you agree to pay our fee based on time expended (at our standard rates) 
plus all out-of-pocket expenses through the date of withdrawal. 
 
We may, from time to time and depending on the circumstances, use third-party service 
providers in serving your account. We may share confidential information about you with these 
services providers, but remain committed to maintaining the confidentiality and security of your 
information. Accordingly, we maintain internal policies, procedures, and safeguards to protect 
the confidentiality of your personal information. In addition, we will secure confidentiality 
agreements with all service providers to maintain the confidentiality of your information and we 
will take reasonable precautions to determine that they have appropriate procedures in place to 
prevent the unauthorized release of your confidential information to others. In the event that we 
are unable to secure an appropriate confidentiality agreement, you will be asked to provide your 
consent prior to the sharing of your confidential information with the third-party service 
provider. Furthermore, we will remain responsible for the work provided by any such third-party 
service providers. 
 
You may terminate this engagement at any time. Should you do so, however, you remain liable 
for all unpaid fees as discussed above. We reserve the right to withdraw from this engagement 
at any time because of unpaid fees, the guidance of our professional standards, or for any other 
reason. We will notify you of any decision by us to withdraw, and will take all reasonable steps to 
assist in the orderly transfer of your tax services. Otherwise, this engagement will be considered 
complete upon acceptance of your e-filed returns by the taxing authorities.  In the event that 
your returns are not e-filed, you will have final responsibility for mailing your returns to the 
applicable taxing authorities. You cannot rely on KMA to fulfill this responsibility. 
 
It is your responsibility to maintain your records. You should retain all the documents, canceled 
checks, and other data that form the basis of income, deductions, credits, and payments shown 
on your return. These may be necessary to prove the accuracy and completeness of the returns 
to a taxing authority. In the event your returns are selected for examination or audit by the tax 
authorities, we would be pleased to represent you under the terms of a separate engagement 
letter. 
 



 

By signing this letter, you acknowledge that KMA is an independent contractor. KMA will 
provide you with the copies (electronic or paper) of the tax returns that you engaged us to 
provide and return all original documents to you that you provided to KMA. You are responsible 
for maintaining your records, including keeping copies of your tax returns. KMA will periodically 
dispose of records of the work KMA did for you in compliance with record retention policies. 
 
In order to meet the filing deadline, all of the information needed to complete the return should 
be received in this office no later than March 3, 2023. If an extension of time is required, any tax 
that may be due with this return must be paid with that extension. Any amounts not paid by the 
filing deadline may be subject to interest and late payment penalties, this includes penalties that 
may be incurred because the return(s) were not timely released to the taxing authorities due to 
non-payment of our fees. Such penalties and interest are your responsibility. 
 
If the foregoing is in accordance with your understanding, please sign the letter in the space 
provided below and return it to us. 
 
We want to express our appreciation for this opportunity to work with you. 
 
 
Sincerely, 
 
KMA, S.C. 
 
 

 
 

 
Taxpayer Name ______________________________   Spouse Name  ______________________________ 

Signature   ______________________________  Sign (not required) ______________________________ 

Date Signed:  ______________________________  Date Signed:   ______________________________ 

Phone:   ______________________________  Phone:   ______________________________  

E-Mail:     ______________________________  E-Mail:    ______________________________ 
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