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CORPORATION TAX ORGANIZER (1120, 1120S) 
(EXPANDED VERSION) 

ORGANIZATION NAME   

ADDRESS   

   

TELEPHONE #    

FAX #    

E-MAIL ADDRESS    

TAX YEAR ENDING    

FEDERAL ID #    

STATE ID #    
 
Enclosed is an organizer that I (we) provide to our tax clients to assist in gathering the information necessary to prepare the 
current year tax returns. 
 
The Internal Revenue Service matches information returns with amounts reported on income tax returns.  A negligence 
penalty may be assessed where income is unreported.  Accordingly, all Forms 1099, Schedules K-1 and other information 
returns reflecting amounts reported to the Internal Revenue Service should be submitted with this organizer. 
 
For your convenience, there is an engagement letter enclosed which explains the services that I (we) will provide to the 
corporation.  Please sign a copy of the engagement letter and return it in the enclosed envelope.  Keep the other copy for your 
records. 
 
Your corporate income tax returns are due on _______________.  In order to meet this filing deadline, your completed tax 
organizer needs to be received no later than _______________. Any information received after this date may require an 
extension of time be filed for this return.  
 
If an extension of time is required, any tax that may be due must be paid with the extension.  Any taxes not paid by 
the filing deadline may be subject to late payment penalties and interest when those taxes are actually paid. 
 
I (we) look forward to providing services to you.  Should you have any questions regarding any items, please do not hesitate 
to contact me (us). 
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CORPORATION TAX ORGANIZER (1120, 1120S) 
(EXPANDED VERSION) 

Provide a general ledger, trial balance, depreciation schedules, balance sheet, and profit and loss statement by activity. In 
addition, provide the following information: 
 
  

 
 YES NO N/A 

100) GENERAL INFORMATION 
 

    

 101) If this is the first year we will prepare your tax return(s), provide the following from 
your file or your prior accountant: 
 

    

  .1) Tax returns for the prior three years  ____ ____ ____ 
  .2) Depreciation schedules  ____ ____ ____ 
  .3) List of all investments   ____ ____ ____ 
  .4) All tax carryforward schedules, such as net operating losses, tax credits, 

contributions, etc. 
  

____ 
 

____ 
 

____ 
  .5) Shareholder buy/sell agreement  ____ ____ ____ 
  .6) Copies of rulings issued by the IRS or other tax authorities  ____ ____ ____ 
  .7) Copies of notices or changes to prior returns by the IRS or any other tax 

authorities 
  

____ 
 

____ 
 

____ 
  .8) Copies of corporate documents, such as articles of incorporation and bylaws 

 
 ____ ____ ____ 

  S CORPORATION ONLY 
 

    

  .9) A copy of the S Corporation approval. 
 

 ____ ____ ____ 

  .10) A list of all shareholders and provide the following information: 
 

 ____ ____ ____ 

   (a) Name     
   (b) Address     
   (c) Tax ID#      
   (d) Type of entity     
   (e) Number of shares or percentage of ownership 

 
    

  .11) If the corporation was a C Corporation prior to making the S election, provide 
a copy of the schedule of net built-in gains. 
 

  
____ 

 
____ 

 
____ 

  .12) Has the corporation elected a fiscal year end?  If yes, provide a copy of Form 
8716. 
 

  
____ 

 
____ 

 
____ 

  .13) Does the corporation engage in more than one trade or business activity? If 
yes, provide details of each activity. 
 

  
____ 

 
____ 

 
____ 

  .14) Does the corporation engage in any rental activity?  If yes, details thereof. 
 

 ____ ____ ____ 

 102) Has the address on the prior year return changed?  If so, furnish new address. 
 

 ____ ____ ____ 

 103) Has the corporation been notified of any changes to previous returns by any taxing 
authority?  If yes, provide copies of all correspondence. 
 

  
____ 

 
____ 

 
____ 



 

   YES NO N/A 
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 104) Has the corporation received any notices or correspondence from the IRS or any 
other tax agency?  If yes, provide copies. 
 

  
____ 

 
____ 

 
____ 

 105) If ownership changed during the year, has there been a change in ownership 
percentages? If yes, provide a schedule of all changes, including dates and number 
of shares or percentage of ownership. 
 

  
 
 ____ 

 
 

____ 

 
 

____ 

 106) Have there been any changes to the shareholders’ buy/sell agreement(s)? If yes, 
provide a copy(ies). 
 

  
 ____ 

 
____ 

 
____ 

 107) Has the corporation updated its minute book for the year? If yes, provide copies. 
 

 ____ ____ ____ 

 108) Provide the names and telephone numbers of the corporation’s advisors:     
 

 Name and Address Telephone #  Fax # E-Mail 

Attorney     

Banker     

Insurance     

Investment Broker     

 
 109) Describe the principal business activity of the corporation:     
  ______________________________________________ 

 
    

  .1) Did the corporation purchase or sell a business or business segment during this 
year? If yes, provide a copy of contract or agreement. 
 

  
____ 

 
____ 

 
____ 

  .2) Did the corporation engage in any new activities during the year? If yes, 
describe new business on an attached sheet. 
 

  
____ 

 
____ 

 
____ 

  .3) Did the corporation discontinue operations this year? If yes, provide details. 
 

 ____ ____ ____ 

 110) Does the corporation have any of the following employee benefit plans? If yes, 
provide copies of plan documents. 
 

  
____ 

 
____ 

 
____ 

  .1) Qualified retirement plan(s)?  ____ ____ ____ 
   If yes, are we to prepare Form(s) 5500?   ____ ____ ____ 
   Are we to compute the contribution(s)? 

 
 ____ ____ ____ 

  .2) SEP or SIMPLE Plan?  ____ ____ ____ 
   If yes, are we to compute the contribution(s)? 

 
 ____ ____ ____ 

  .3) Cafeteria plan?  ____ ____ ____ 
   If yes, are we to prepare Form 5500? 

 
 ____ ____ ____ 

  .4) Non-qualified deferred compensation plan(s) or agreement(s)?  ____ ____ ____ 
   If yes, has the “one time only” filing with the Department of Labor been done?  ____ ____ ____ 



 

   YES NO N/A 
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  .5) Other benefit plans not described above? 

 
 ____ ____ ____ 

 111) Did the corporation include taxable fringe/welfare benefits such as health insurance, 
group-term life insurance, educational assistance, non-accountable expense 
allowances and personal use of corporate vehicles in compensation on employees’ 
Forms W-2 and, if applicable, subject such amounts to payroll taxes? 
 

  
 
 

____ 

 
 
 

____ 

 
 
 

____ 

 112) At year end, did the corporation own, directly or indirectly, 50% or more of the 
voting stock of a domestic corporation? If yes, provide a copy of that corporation’s 
current tax return. 

  
 

____ 

 
 

____ 

 
 

____ 
        
   Ownership percentage: _____________      
        
 113) At year-end did any corporation, individual, partnership, trust or estate own, directly 

or indirectly, 50% or more of the corporation’s voting stock? If  yes, provide the 
following information for all owners: 
 

  
 

____ 

 
 

____ 

 
 

____ 

  .1) Name:  _____________________________      
   Address: _____________________________       
    _____________________________      
   ID#: ____________________________       
   Ownership percentage: ___________________  

 
    

  .2) Was such owner a person other than a U.S. citizen? 
 

 ____ ____ ____ 

 114) Do the shareholders owning 80% or more of this corporation own 80% or more of 
any other corporation(s)?  If yes, provide a copy of the other corporate tax returns. 
 

  
____ 

 
____ 

 
____ 

 115) Is this corporation a shareholder of any foreign corporation? If yes, identify each 
corporation. 
 

  
____ 

 
____ 

 
____ 

 116) Is this corporation a partner in any foreign partnership? If yes, identify each 
partnership. 
 

  
____ 

 
____ 

 
____ 

 117) Did this corporation own a disregarded entity at any time during the year? If yes, 
provide details. 
 

  
____ 

 
____ 

 
____ 

 118) Did the corporation at any time during the year have an interest in a foreign bank 
account?  If yes, provide details. 
 

  
____ 

 
____ 

 
____ 

 119) Was the corporation the grantor or transferor to a foreign trust during the year? If 
yes, provide details. 
 

  
____ 

 
____ 

 
____ 

 120) During this taxable year, did the corporation pay dividends? If yes, attach a schedule 
reflecting date declared, date paid, amount and form of payment (cash, other). 

  
____ 

 
____ 

 
____ 



 

   YES NO N/A 
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 121) Did one foreign person, at any time during the tax year, own directly or indirectly, 
25% or more of the total voting power or value of all classes of stock of the 
corporation? If  yes: 
 

  
 

____ 

 
 

____ 

 
 

____ 

  .1) Enter the percentage owned  _____________      
  .2) Enter the owner’s country _____________  

 
    

 122) List income tax deposits below in order of date paid:     
 

  Prior Year   .   

  Overpayment      
  Applied 1st Qtr. 2nd Qtr. 3rd Qtr. 4th Qtr. Extension  

 FEDERAL        

 Date Paid       

 Amount $      

 STATE       

 Date Paid       

 Amount $      

 
 123) Provide a list of all entries in the general ledger relating to income taxes, including 

liability and expense accounts. 
 

  
____ 

 
____ 

 
____ 

 124) Circle method of accounting for tax purposes:  
 

    

  Cash  Accrual  Other (Describe) ________________ 
 

    

 125) Did the corporation establish any new general ledger accounts during the year? If 
yes, provide a list with a brief explanation of each new account. 
 

  
____ 

 
____ 

 
____ 

 126) Did the corporation post any entries to the retained earnings account during the year? 
If yes, provide a list of all entries. 
 

  
____ 

 
____ 

 
____ 

 127) Provide copies of all federal and state payroll tax reports. 
 

 ____ ____ ____ 

 128) Provide copies of Forms 1099/1096, 5500, 1042, 5471, 5472, 8865, 8858, and 8886 
that have been filed. 
 

  
____ 

 
____ 

 
____ 

 129) Provide copies of Forms 1099, 5471, 5472, 8865, 8858, 8886, and Schedules K-1 
that have been received. 
 

  
____ 

 
____ 

 
____ 

 130) Schedules of interest and dividend income, not included on Forms 1099. 
 

 ____ ____ ____ 



 

   YES NO N/A 
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 131) Did the corporation have loans to/from shareholder(s) and other related parties 
during the tax year? If yes, provide a schedule indicating the amount of the loan, 
date of transaction, interest rate and payments. Also, provide a copy of the note if not 
previously provided. 
 

  
 
 

____ 

 
 
 

____ 

 
 
 

____ 

 132) Did the corporation refinance or restructure any outstanding debt this year? If yes, 
provide documentation. 
 

  
____ 

 
____ 

 
____ 

 133) Does the corporation do business in more than one state? If yes, list the states that 
the corporation did business in during this year:  

  
____ 

 
____ 

 
____ 

  ___________________________________________________________________ 
 

    

  .1) Provide copies of supporting schedules reflecting property, rents, payroll, and 
sales by state.  
 

  
____ 

 
____ 

 
____ 

  .2) Provide a schedule showing any amounts for which there are known timing or 
treatment differences between federal and state reporting. 
 

  
____ 

 
____ 

 
____ 

 134) Can the Internal Revenue Service discuss questions about this return with the 
preparer? 
 

  
____ 

 
____ 

 
____ 

 135) How many additional paper copies of the return do you need? ______ 
 

    

 136) Do you want an electronic copy of return? 
 

 ____ ____ ____ 

200) INCOME 
 

   

 201) Did the corporation receive interest and dividend income from the following sources?  ____ ____ ____ 
  If  yes, provide details. 

 
    

  •   U.S. agencies     
  •   U.S. government     
  •   Tax-exempt by state     
  •   Tax-exempt private activity 

 
    

 202) Did the corporation sell any stocks, bonds, or securities during the year? If yes, 
furnish Form(s) 1099B and complete the following: 

  
____ 

 
____ 

 
____ 

 

Description of Date Cost or Basis Plus (Trade Date) Total 
Securities Sold Acquired Selling Expenses Date Sold Sales Price 

     

     

     

     

 



 

   YES NO N/A 
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 203) Did the corporation own securities that became worthless or loans that became 
uncollectible during the year? If yes, provide details. 
 

  
____ 

 
____ 

 
____ 

 204) Did the corporation sell or dispose of any assets used in its business? If yes, provide 
a schedule listing: 
 

  
____ 

 
____ 

 
____ 

  • Description of asset sold (Form HUD-1 for real estate)     
  • Date sold     
  • Sales price     
  • Selling expenses     
  • Date acquired     
  • Original cost or basis     
  • Depreciation claimed in prior years 

 
    

 205) Provide detail of all items greater than $________ in the miscellaneous income 
account. 

  
____ 

 
____ 

 
____ 

 

 Description Amount 
   

   

   

   

   

 
 206) If dividends were received from mutual funds, provide the annual statements. 

 
    

 207) Did the corporation make any sales qualifying for the installment method of 
reporting? If yes, attach a copy of the agreement, a schedule of the payments 
received, and the beginning of year contract balance. Provide amortization schedule 
if available. 
 

  
 
 

____ 

 
 
 

____ 

 
 
 

____ 

 208) Were there any sales or exchanges during the year between the corporation and a 
shareholder or other related party? If yes, provide a detailed schedule. 
 

  
____ 

 
____ 

 
____ 

 219) Did the corporation engage in any bartering activity during the year? If yes, provide 
a schedule of all such activities. 
 

  
____ 

 
____ 

 
____ 

 210) Did the corporation have any foreign sales? If yes, provide sales by country and 
amount. 
 

  
____ 

 
____ 

 
____ 

 



 

   YES NO N/A 
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300) DEDUCTIONS 
 

    

 301) Provide information for corporate officers and directors:     
 

    
% Stock Owned 

 

 
Name 

 
Title 

Social Security 
Number 

% Time Devoted 
to Business 

 
Common 

 
Preferred 

 
Compensation 

       

       

       

       

       

 
 302) Fiscal year Personal Service Corporation (PSC): 

 
 ____ ____ ____ 

  .1) Is the PSC on a fiscal year? If  yes, provide the following information:     
 

 
 
 

Name of Officer/Shareholder 

 
Compensation from 
Beg. of Fiscal Year  

to End of Calendar Year 

Compensation from 
Beg. of Subsequent 

Calendar Year to 
End of Fiscal Year 

 
 
 

Total Compensation 
    

    

    

    

 
  .2) If the PSC has elected a fiscal year-end, provide a copy of an approved election 

(Form 8716) if not previously provided. 
 

  
____ 

 
____ 

 
____ 

 303) Do the Uniform Capitalization Rules under section 263A related to items such as 
inventory and construction apply? If yes, provide copies of all schedules supporting 
the calculation of the amount of general and administrative expenses required to be 
capitalized in ending inventory or associated with self-constructed assets. 
 

  
 
 

____ 

 
 
 

____ 

 
 
 

____ 

 304) Provide details for calculating the domestic production activities deduction. 
 

 ____ ____ ____ 



 

   YES NO N/A 
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 305) List charitable contributions made or accrued during the year by organization, date 
and amount: 
 

    

  NOTE: You need to have written acknowledgment from any charity to which 
individual donations of $250 or more were made during the year. You must have 
receipts or bank records for all cash contributions. 
 

    

  .1) Did the corporation have an accrued charitable contribution at year-end? If yes, 
provide a copy of minutes authorizing contribution. 
 

  
____ 

 
____ 

 
____ 

  .2) Did the corporation make a charitable contribution of inventory or property? If 
yes, provide details.  Provide appraisal if the value exceeds $5,000. 
 

  
____ 

 
____ 

 
____ 

  .3) Did the corporation make political contributions during this tax year? If yes, 
enter amount $_________. 
 

  
____ 

 
____ 

 
____ 

 306) Did you incur any expenses to influence legislation and “lobbying?” If yes, provide a 
schedule of “lobbying expenses” and indicate which accounts these expenses were 
posted to. 
 

  
 

____ 

 
 

____ 

 
 

____ 

 307) Was any computer equipment donated to educational institutions? If yes, provide 
details. 
 

  
____ 

 
____ 

 
____ 

 308) Does the corporation pay life insurance premiums (other than group-term life) for 
officers of the corporation? If yes, provide the following for each policy: 
 

  
____ 

 
____ 

 
____ 

  •   Face amount •   Loan balance at year end     
  •   Premium paid •   Beneficiary     
  •   Insured •   Interest paid on policy loan     
  •   Cash surrender value at year end •   Type of policy     
  •   Policy owner •   Loans to pay premiums     
   

To which general ledger accounts have the payments been posted? 
 ____ ____ ____ 

  ___________________________________     
  ___________________________________     
       
 309) Did the corporation purchase life insurance on any employee after 08/17/06? If yes, 

have employees been notified and annual informational reports filed? 
 

  
____ 

 
____ 

 
____ 

 310) Did the corporation pay penalties/fines during the tax year? If yes, list amount(s) and 
indicate the reason for the penalty/fine. 

  
____ 

 
____ 

 
____ 

 

Description 

 

Amount 

   

  

  

 



 

   YES NO N/A 
 

www.t obyt ax .com                                 3802 Adams Avenu e, San Dieg o , CA 92116                                        
619.481.8115 
 

 311) Did the corporation acquire any assets during the tax year? If yes, provide a schedule 
of assets purchased including the date placed in service and a copy of the purchase 
invoice. Include any trade-in information. Form HUD-1 for real estate. 
 

  
 

____ 
 

 
 

____ 
 

 
 

____ 

 312) Does the corporation wish to use accelerated depreciation methods?  ____ ____ ____ 
  Does the corporation wish to use first year Section 179 depreciation? 

 
 ____ 

 
____ 

 
____ 

 313) Does the corporation own or lease any passenger vehicles? If yes, provide the 
following information for each vehicle (note certain exceptions may apply for 
companies with more than five vehicles): 
 

  
 

____ 
 

 
 

____ 
 

 
 

____ 

  •   Vehicle description •   Business miles     
  •   Other personal miles •   Average daily round trip commuting distance     
  •   Date placed in service  •   Commuting miles     
  •   Total miles      
       
  .1) Does the corporation have evidence to support the claimed business use?  ____ ____ ____ 
   If yes, is the evidence written? 

 
 ____ ____ ____ 

  .2) Were the vehicles available for personal use during off-duty hours? 
 

 ____ ____ ____ 

  .3) Were the vehicles used primarily by a more than 5% owner or related person? 
 

 ____ ____ ____ 

  .4) Is another vehicle available for personal use? 
 

 ____ ____ ____ 

  .5) Provide a copy of the lease for any leased vehicles. If not available, provide the 
following:  
 

  
____ 

 
____ 

 
____ 

   • Date of lease      
   • Fair market value at inception     
   • Term of the lease     
   • Lease payments 

 
    

 314) Regarding corporate policy for vehicles: 
 

    

  .1) Does the corporation maintain a written policy that prohibits all personal use of 
vehicles, including commuting, by employees? 
 

  
____ 

 
____ 

 
____ 

  .2) Does the corporation maintain a written policy that prohibits personal use of 
vehicles, excluding commuting, by employees? 
 

  
____ 

 
____ 

 
____ 

  .3) Does the corporation treat all use of vehicles by employees as personal use? 
 

 ____ ____ ____ 

  .4) Does the corporation provide more than five vehicles to employees and retain 
the information received from employees concerning the use of the vehicles? 
 

  
____ 

 
____ 

 
____ 

  .5) Does the corporation require or maintain copies of vehicle logs? 
 

 ____ ____ ____ 



 

   YES NO N/A 
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 315) Are computers or cellular phones or other listed property used by employees for 
personal purposes? If “yes, complete the following: 
 

  
____ 

 
____ 

 
____ 

  
Description 

Date Placed 
in Service 

Business 
Use % 

Cost or 
Basis 

     

     

     

 
  .1) Does the corporation have evidence to support the business use claimed? 

 
 ____ ___ ____ 

  .2) If yes, is evidence written?  
 

 ____ ___ ____ 

 316) Did the corporation have any meal and/or entertainment expenses? If yes, provide 
details. To which account(s) were these items posted? ________________________ 
 

  
____ 

 
___ 

 
____ 

 317) Did the corporation pay any club dues? If yes, provide details. To which account 
were these items posted? ____________________________________________________   
 

  
____ 

 
___ 

 
____ 

 318) List all items in the miscellaneous expense account greater than $__________. 
 

    

 319) Will all compensation-related accruals (including vacation pay) be paid within 2½ 
months of year-end? If no, provide details of unpaid amounts. 
 

  
____ 

 
___ 

 
____ 

 320) Are there any unpaid expenses to shareholder(s) at year-end? If “yes, provide detail. 
 

 ____ ___ ____ 

 321) Provide copies of certification for employees of target groups and associated wages 
paid qualifying for Work Opportunities Credit. 
 

  
____ 

 
___ 

 
____ 

400)  S CORPORATIONS ONLY 
 

    

  Have fringe benefits paid on behalf of more than 2% shareholders (including but not 
limited to medical, life insurance, disability, housing, etc.) been included in 
shareholder’s compensation, and included in payroll taxes? Indicate to which 
accounts these amounts have been posted. 
 

  
 
 

____ 

 
 
 

___ 

 
 
 

____ 



 

 
    

 

2009 CORPORATE TAX RETURN ENGAGEMENT LETTER  
 

Dear Cl i ent ,  
 
We ar e  pl eas ed to  co nf irm and sp ec i f y  t he  te rms o f  ou r en ga gement wi t h you and to  c la ri f y  t he  natur e  and extent o f  the  
ser vi ce s  we wi l l  p ro vid e  rega rding  t he  pr epa rat io n o f  y our income tax re turn(s) .  
 
We wil l  pre pa re  you r 2009 corporate  f ed eral  income tax re turn,  s tat e  corporate  t ax re tu rn and lo c al  tan gibl e  pro pe rty  
tax re tu rn whe re  appl i c abl e .   This  en ga gemen t pe rta ins only  to  t he  2009 tax yea r,  and ou r respons i bi l i t i e s  do  no t  
inc lude pr epa rat io n o f  any  o the r t ax re tu rn  ye ars  t hat may be du e to  any t ax in g autho ri t y .   We are  r es pons i bl e  f o r  
pre pa ring only  t he  re t urns r e f er ence d above .   I f  you have t axabl e  ac t iv i ty  i n a s tat e  or l o c al  munic ipal i ty  o the r t han  
that re f e ren ced,  y ou ar e  r espons i bl e  f o r p ro vid in g ou r f i rm  with  al l  t he  in fo rmati on neces sa ry  to  p repa re  any addit ional  
appl i cabl e  s ta te  and lo cal  income tax r e tu rn s as  we l l  as  in fo rming u s o f  the  appl i cabl e  s tat es  and lo cal  munic i pal i t i e s .   
I f  you  hav e i ncome tax f i l in g requi rements  in  a gi ven  s tate  or  l o cal  munic i pal i ty  but do  not  f i l e  t ha t r e tu rn,  there  coul d  
be po ss i bl e  adv ers e  ram if i c at io ns s uch as an unl imite d  s tatute  o f  l im it at io ns ,  p enal t i e s ,  e t c .  
 
The law provi des  va riou s penal t i e s  t hat may be impos ed when t axpay er s  und ers tat e  the i r tax l iab i l i ty .   You  
acknowled ge  t hat  any  such  unde rs t ate d tax,  and  any impos ed inte res t  and penal ty  ther eon,  a re  you r respon s ibi l i ty ,  and  
that w e have no respons i bi l i ty  i n t hat re ga rd.   I f  yo u woul d l ike i nforma tion  on t he  amount o r the  c i rc umstances  o f  
the se  i nte res t  and p enal t i e s ,  p l eas e  con tac t  us .   Your re t urns may be se l e c t ed  f or re view  by the  t ax in g autho ri t i e s  o r you  
may rec e iv e  a  not i c e  re ques t in g a response  to  ce rt ain is s ues  o n your  tax re turn.   Any  p ropos ed ad jus tment s  by  t he  
examinin g agent  a re  s ub je c t  to  cer ta in ri ghts  o f  appeal .   In t he  e ven t o f  s uch go vernment tax examina t ion  or inqui ry ,  
we wi l l  be  a vai l abl e  upon  reque s t  to  re pr esen t you o r r espond to  su ch  inqui ry .   At that t ime,  we wi l l  provid e  you a  
subsequent e nga gement l e t t e r to  c la ri f y  t he  natu re  and  ext ent o f  s e rv i ces  w e wi l l  pro vi de  re ga rd in g t he  tax examinat io n  
or i nqui ry  response  and w i l l  re nde r addit ional  in vo i ces  f o r t hese  s er vi c es  and  expenses  incur re d.  
 
We wil l  pre pa re  t he  r e tu rn s f rom informat ion,  which you wi l l  furn is h to  us .   It  i s  you r r espons i bi l i t y  to  provid e  al l  the  
in format ion requi re d for t he  pr eparat io n o f  comple te  and accurate  re t urns .   I f  appl i cabl e ,  we have i nc luded  a checkl is t  
f rom the p rio r yea r to  a id you in t he  co l l e c t ion  o f  data .  
 
The t imel i ness  o f  y ou r coo perat i on i s  e sse nt i al  to  o u r abi l i ty  to  comple te  th is  e ngag ement .   Spe c i f i c a l l y ,  we must re ce i ve  
suf f i c i e nt  i n forma tion f rom which to  p repar e  you r re turns wi t hin a reasonabl e  pe ri od o f  t ime pr ior to  t he  appl i cabl e  
f i l ing deadl ine .   Ac cordingl y ,  i f  we do  no t  re c e iv e  t his  in format ion f rom you,  as  no ted abov e ,  by  Feb ruary  23,  2010,  i t  
may be neces sa ry  f or u s to  pu rsue exten s ion s o f  the  due date  o f  you r re tu rns .   Various penal t i e s  and inte res t  ar e  
impos ed when taxpaye rs  fa i l  to  pay  t he  fu l l  amount  o f  taxes owed  by t he  f i l i ng  du e date .   Furthe rmo re ,  add it io na l  
penal t i e s  and in te res t  ar e  imposed when taxpaye rs  fa i l  to  remi t  t he  pro pe r amoun t o f  subsequen t ye ar tax es t imates .   
Based on informat ion  you hav e p ro vid ed to  us ,  we can  ass is t  you  in de te rmining t he  co r re c t  amount o f  taxes  owed fo r t he  
cur rent y ea r and  subsequent  yea r tax e s t imat es .   You  acknowled ge  t ha t any  such  penal t i e s  and inte res t  that  ari se  due  to  
the  under es t ima tion o f  c ur rent ye ar taxes owed o r subsequent yea r tax e s t imat es  remi t ted a re  you r r espon s ibi l i ty ,  and  
that w e have  no res pon s ib i l i ty  in  t ha t rega rd.   I f  yo u woul d l ike  info rmatio n on t he  amounts  or  t he  c i rc umstanc es  o f  
the se  p enal t i e s  and inte res t ,  p l e ase  contact  us .  
 
We wil l  no t  audit  or o t he rwise  ve ri f y  t he  da ta you submit .   Ac cordingl y ,  o ur  en ga gement  canno t be  r e l i ed upon to  
dis c l o se  e r rors ,  f raud,  or o ther i l l e gal  ac t s  that may exis t .   However,  i t  may be nec essa ry  to  ask you for c la ri f i c at i on o f  
some o f  t he  in fo rmatio n you pro vi de ,  and we  wi l l  in fo rm you  o f  any  mate rial  e rro rs ,  f raud  o r o t he r i l l egal  a c ts  t hat come  
to  ou r a t te nt io n.  
 
You a re  respons i bl e  f o r maintain in g an adequate  and e f f i c i en t  acc oun t in g sys tem,  f o r saf e guardin g  asse ts ,  f o r  
autho rizing t ransa ct io ns ,  and for r e ta ining suppor t in g documenta t ion fo r tho se  tran sact ions ,  al l  o f  whic h wi l l ,  among  
o the r t h in gs ,  he lp assu re  the  p repa rat ion o f  p ro pe r re t urns .   Furthe rmo re ,  you a re  res pons ibl e  to  re view al l  o f  t he  
in format ion  p resente d on  you r t ax re tu rn  for  co rre c tn e ss .  
 
We may  encoun ter  i ns tances  whe re  t he  tax l aw is  un c l ea r,  o r whe re  t he re  may  b e co nf l i c t s  b e tween  t he  taxin g  
autho ri t i e s '  i nte rp re t at io ns o f  t he  law and o the r s upportabl e  po s i t i ons .   In t hose  ins tan ces ,  we w i l l  out l i ne  in a w ri t t en  
communi cat ion ea ch o f  the  r easonabl e  al te rnat i ve  cou rses  o f  ac t ion,  in c lud in g t he  ri sks and consequen ces  o f  each such  
al terna t iv e .   In t he  end,  we wi l l  adop t ,  on your b ehal f  the  al t ernat ive ,  whi c h you se l e c t  a f t er having co n s ide red t he  
informat ion  p rov ided by  u s .   Pursuant  to  new s tandards  p res c ri bed  in  IRS Ci rcula r 230  and IRC 6694,  w e a re  
f orbidden f rom  s i gn in g a  t ax r e tu rn  unl ess  we have  a  r easonabl e  be l i e f  t hat a t ax po s i t ion taken  on  t he  re tu rn wi l l  hav e  



 

 
    

 

a mo re l ike l y  t han no t p robab i l i ty  o f  be ing  sus ta ined  on i t s  mer i ts  unl ess  we dis c l o se  t h is  t ax  pos i t io n on  a se pa ra te  
at ta chment to  t he  t ax re turn.   However,  unde r no c ir c umstanc es  may  we  s i gn  a tax re tu rn  with  a  tax pos i t i on t hat has  
no r easonabl e  bas is .   
 
Our f e e s  f o r t hi s  en gagemen t a re  not  con t in gent o n t he  re sul ts  o f  ou r s er vi c e .   Rathe r,  o ur  f e es  f o r th is  e ngagemen t wi l l  
be  bas ed on a number o f  fac to rs  i nc ludin g,  bu t not  l im ited to ,  t he  t ime spent as  we l l  as  t he  complexi ty  o f  the  serv i ces  w e  
wi l l  perfo rm.   In add it io n,  you ag ree  to  re imburs e  us f or any ou t o f  pocket  cos ts  i ncu r red i n connec t i on with t he  
perfo rmanc e  o f  o ur  se rvi ces .  
 
Our f e es  and cos ts  wi l l  be  b i l l ed and a re  due when t he  re tu rn is  comple te  unl ess  o t he r p rio r a r rangemen ts  are  made.    
In vo ice s  unpa id pa st  t he  du e date  may  be deemed  de l inquent ,  and a re  sub je c t  to  an int ere s t  c harge  o f  1% pe r month.   
We re ser ve  t he  ri ght  to  s uspend ou r se rvi ces  o r to  wi t hd raw f rom this  e ngag ement i n t he  ev ent that any o f  our i nvo ices  
are  d eemed de l i nquent .   In the  event t hat any co l l e c t i on ac t io n is  r equ ire d to  co l l e c t  unpaid balances  due u s ,  you ag ree  
to  re imburse  us f o r t he  cos ts  o f  c o l l e c t io n i nc ludin g at t orney s '  f e e s .  
 
You should re tain al l  t he  documents ,  c an ce l ed  c hecks and o ther  data  t ha t f orm the bas i s  o f  income and  deduct ions .   
These  may be n ecess ary  to  p ro ve  t he  accu racy  and comple ten ess  o f  t he  re tu rns to  a taxin g autho ri ty .   You have the  f inal  
respons i bi l i ty  f o r t he  in come  tax re tu rns and,  t he re f o r e ,  you s hould re view  them care f ul l y  be fo re  you s ign t hem.  
 
It  i s  o ur po l i cy  to  r e ta in engagemen t documentat io n f or a per iod o f  s e ven yea rs ,  a f t er which t ime we wi l l  c ommence  t he  
proc ess  o f  des troy in g t he  co nten ts  o f  ou r e ngagemen t f i l e s .   To t he  exten t we  ac cumulat e  any o f  you r o ri g inal  re c ords  
du rin g t he  en ga gemen t ,  t hose  documents  wi l l  be  re t urn ed to  you promp tly  upon  comple t io n o f  t he  e ngagement .  
 
In t he  e ven t we a re  re qu ire d to  r espond to  a subpoena,  court  o rd er o r o t he r l egal  pro cess  f o r the  p rodu ct io n o f  documents  
and/o r te s t imony re l at i ve  t o  in fo rmat ion w e ob tained  and/o r pre pa red dur in g t he  cou rse  o f  t his  en ga gemen t ,  you ag ree  
to  compen sat e  us ,  as  se t  f o rt h abo ve ,  f o r t he  t ime we exp end  in  connec t ion  with  such  re sponse  at  o ur  no rma l  consul t in g  
rat e  o f  $80/hour,  and to  r e imburse  us f o r al l  o f  ou r o ut o f  pocket  cos ts  in cu rre d in that re ga rd.  
 
In t he  event t hat we b ecome obl igate d to  pay any j ud gment o r s imil ar award,  you a gre e  to  pay any amount i n se t t l ement ,  
and any co s ts  i ncu r red as a resul t  o f  any inaccurate  o r  incomple te  in fo rmatio n t hat you p ro vid ed to  us dur in g t he  co urs e  
o f  thi s  en ga gement .   You ag ree  to  indemnif y  us ,  de f e nd us ,  and ho ld  us ha rmless  agains t  su ch obl i ga t ion s ,  ag reement s ,  
and/o r co s ts .  
 
You a g ree  that any dis pu te  t hat may ar ise  re ga rding  the  meaning,  pe rformance  o r e nforc ement o f  t h is  e nga gement w i l l ,  
prio r to  r esor t i ng to  l i t i gat io n,  be  submit ted to  mediat io n,  and t hat you wi l l  en ga ge  in t he  mediat io n pro cess  in goo d  
fai t h once  a w ri t t en reque s t  to  med iate  ha s been g iven by  e i t he r pa rty  to  t he  en ga gement .   A law f irm spec i al iz in g in t he  
mediat i on pro cess ,  no t  asso c iat ed wit h e i t he r pa rty ,  and se l e c t ed  by  us ,  acco rd in g to  i t s  media t ion  rul es ,  s hal l  admin is te r  
any media t ion ini t iat ed as a resul t  o f  this  en gagemen t .   Any ensuing l i t igat io n s hal l  be  conduc ted wi th in t he  County  o f  
Hil l s bo rou gh,  Flori da,  a cco rding to  Flor ida law.   The re sul ts  o f  any such mediat io n s hal l  be  binding  only  upon  
ag reement  o f  e ach  pa rty  to  be  bound.   The pa rt i c i pat in g  pa rt ie s  s hal l  s har e  t he  cos ts  o f  any med iat ion  p rocee din g  
equal l y .  
 
Any l i t i gat ion ar is in g o ut o f  t his  en ga gement ,  exce pt  ac t io ns by  us to  enfo rce  payment o f  o ur p ro f ess io nal  i n vo ice s ,  mus t  
be  f i l e d wi t hin  one yea r f rom the comple t ion  o f  t he  en gagemen t ,  no twit hs tanding  any  s t atu tory  p rov is io n to  t he  cont ra ry .   
In t he  event o f  l i t i gat ion b rou ght a gainst  us ,  any judgment you ob ta in s hal l  be  l imi ted i n amount,  and shal l  no t  excee d  
the  amoun t o f  t he  f e e  c ha rge d by  u s ,  and paid by  you,  f o r t he  se rvi ces  se t  f o rt h in t his  en ga gement l e t t e r.  
 
This  e ngag ement l e t t e r i s  con trac tual  i n nature ,  and inc ludes  al l  o f  t he  re l e vant t erms t hat w i l l  go ve rn t he  engag ement  
f or which i t  ha s been pr epared.   The te rms o f  t hi s  l e t t er s upe rse de any p rio r oral  or w ri t t en rep resentat ions o r  
commitments  by  or be twe en t he  pa rt ie s .   Any mate ri al  chang es  or addit i ons to  t he  terms se t  f o rt h i n t his  l e t t er wi l l  only  
become e f f e c t iv e  i f  e vi den ced  by  a w ri t t en  amendment t o  t his  l e t t e r,  s i gn ed by al l  o f  t he  pa rt ie s .  
 



 

 
    

 

I f ,  a f t e r fu l l  co ns i de rat ion and con sul t at io n wi th  co unse l  i f  so  de s i red,  you a g ree  to  autho rize  u s to  p repar e  you r  
pers onal  income tax re turns pu rsuant  to  t he  te rms  se t  f o rt h abo ve ,  p l e ase  execut e  t hi s  l e t t er on t he  l ine(s )  be low 
des i gnate d for  you r s ignatu re(s ) ,  and re t urn t he  t his  executed  l e t t er  to  t h is  o f f i c e  alo ng  wit h  you r o f f i c ia l  tax documen ts  
so  t hat  p repa rat ion o f  you r re t urn c an be gin.   You should keep  a  copy  o f  t hi s  fu l l y  exe cute d l e t t e r f o r  you r re cord s .    
 
Thank you fo r your  at tent ion in t his  ma tte r,  and  pl ea se  con tac t  us  wi th  any ques t ions  t ha t you  may have .  
 
Sin ce re l y ,  
 
 
 
Toby McDan ie l  
 
ACCEPTED AND AGREED: 
 
 
 
 
__________________________________________   ___________________ 
Corporate  Of f i c e r Si gna tu re       Date  
 
 
 
 
__________________________________________    
Corporate  Of f i c e r P rin ted  Name         
 
 
 
 
_______________________________________________________________________    
 


