
 

Annual Engagement Letter 
Date:  
 
 
Subject: Preparation of Your 2013 Tax Returns 
 
Dear: 
 
Thank you for choosing Two Hills Accounting & Consulting to assist you with your 2013 taxes.  This letter 
confirms the terms of our engagement with you and outlines the nature and extent of the services we 
will provide.  
 
We will prepare the following tax returns for 2013: 
___ Federal Income Tax Return – Forms __________________________ 
___ State Income Tax Return(s) (_______________________________________) 
___ Other Tax Return(s) (________________________________) 
 
It is your responsibility to provide us with all of the information necessary to complete your tax return. 
In that regard you confirm by signing below that: 
 

To the best of your knowledge and belief, you have provided accurate and complete information 
used to prepare tax and regulatory filings prepared on your behalf. For example, you have provided 
true, correct, and complete information regarding your income as listed on Forms W-2, 1099, and/or 
written summaries.  
 
You understand that you are solely responsible for all information used to prepare tax and 
regulatory filings.  You have provided true, correct, and complete information regarding your 
income as listed on the attached Forms W-2, 1099, and/or written summaries. You understand that 
taxing and regulatory authorities may examine the returns, that documentation should be retained 
to support the information provided to us, especially business travel and entertainment deductions, 
business use percent of autos and other assets, barter activities, and the required documents to 
support all charitable contributions, and that penalties may be imposed on returns that are late, 
underpaid, or incorrect. You will retain for four years written or electronic documentation 
supporting all amounts and information contained in tax and regulatory filings, including but not 
limited to logbooks, receipts, cancelled checks, and other records required to substantiate the items 
of income and expense claimed.  
 
You have informed us if you directly or indirectly hold any interest or signatory authority in any 
assets located in a foreign country.  Based upon the information you provide, we will use this data to 
inform you of any additional filing requirements, which may include Form TD F 90-22.1, Report of 
Foreign Bank and Financial Accounts (FBAR) that must be received by the U.S. Department of the 
Treasury on or before June 30 of each tax year. Failure to file required forms can result in the 
imposition of both civil and criminal penalties, which can be significant. These are not tax returns 
and their preparation is not within the scope of this engagement.  
 

 
 



 
You understand that you will be charged an additional fee if we are asked to assist or represent you in 
a tax examination OR INQUIRY. You understand that, in the event of preparer error, you are 
responsible for additional tax that may be due. 

 
We will not audit or otherwise verify any information. We may require clarification or additional 
information. We are not responsible for disallowed deductions, or the inclusion of additional unreported 
income, or any resulting taxes, penalties, or interest.  
 
You will contact us immediately if you discover additional information that will lead to a change in your 
return, or if you receive any letters from the IRS, state, or local taxing authorities. As you must 
appreciate, the federal and state income tax codes are quite complex and are in a constant state of flux: 
new tax regulations, not to mention court rulings, are published on an almost daily basis. Accordingly, 
we will not take any responsibility for any tax advice we may render unless we have had an opportunity 
to carefully consider that advice and render it in writing; and your reliance upon any tax advice that has 
not been rendered in writing is at your own peril. In addition, we will not undertake to advise you on any 
tax issue for which we have not received a specific request to do so. 
 
We will use our judgment to resolve questions in your favor where a tax law is unclear or if there is a 
reasonable justification for doing so. Whenever we are aware that a possibly applicable tax law is 
unclear or that there are conflicting interpretations of the law by authorities (e.g., tax agencies and 
courts), we will explain the possible positions that may be taken on your return. We will follow whatever 
position you request, so long as it is consistent with the codes and regulations and interpretations that 
have been promulgated. If the IRS should later contest the position taken, there may be an assessment 
of additional tax plus interest and penalties. We assume no liability for any such additional penalties or 
assessments. 
 
Fees 
Our bill will be due and payable upon completion of these returns. You understand that your bill will be 
based upon the predetermined amount specified below, which is the same as the previous year's fee. 
We will contact you to obtain approval prior to exceeding the maximum estimated amount below. We 
will not file any federal, state, or local tax extensions unless you specifically request us to do so in 
writing, by fax, or email. If there are other services or tax returns that you expect us to prepare, such as 
estate, gift, sales, fiduciary, property, states other than Colorado or locals, please note them at the 
bottom of this letter. 
 
Filing 
Our engagement to prepare your 2013 tax returns will conclude with the delivery of the completed 
returns to you (if paper-filing), or with your signature and our subsequent submittal of your tax return (if 
e-filing).  If you have not selected to e-file your returns with our office, you will be solely responsible for 
filing the returns with the appropriate taxing authorities. Review all tax-return documents carefully 
before signing them. 
 
Records Retention 
In accordance with our firm’s current document retention policy, we will retain our work papers and 
your tax returns for your engagement for periods required by the Internal Revenue Service. We will 
provide you a copy of the depreciation schedules and tax returns and other pertinent work papers that 
should be a part of your books and records. If you should need replacements, we will provide additional 
copies at our standard copying fees. All of your original records will be returned to you. After the 



 
expiration of IRS retention requirements, our work papers and files will be destroyed and no longer be 
available. Physical deterioration or catastrophic events may shorten the time during which our records 
will be available. It is agreed and understood that in connection with the performance of this 
engagement by Two Hills Accounting & Consulting, P.C. that the work papers prepared by us shall 
remain the property of Two Hills Accounting & Consulting, P.C. 
 
Attorney Fees 
If any disputes arise among the parties, they agree to try first in good faith to settle the dispute by 
mediation administered by the American Arbitration Association (AAA) under its Commercial Mediation 
Rules. All unresolved disputes shall then be decided by final and binding arbitration in accordance with 
the Commercial Arbitration Rules of the AAA. Fees charged by any mediators, arbitrators, or the AAA 
shall be shared equally by all parties. In agreeing to arbitration, we both acknowledge that in the event 
of a dispute over fees, each of us is giving up the right to have the dispute decided in a court of law 
before a judge or jury and instead we are accepting the use of arbitration for resolution. 
 
Privacy Policy 
 
By signing you acknowledge that you have received, read and signed our Privacy Policy. 
 
We appreciate your confidence in us. Please call if you have questions. 
 
Sincerely, 
   
Two Hills Accounting & Consulting, P.C. 
 
www.twohillsaccounting.com 
303-223-2575 
  
 
  
The terms described in this letter are acceptable and hereby agreed to and shall remain in effect until 
terminated by either party in writing.  
 
Estimated 2013 Tax Preparation Fee: ____________________ 
 
 
  
Accepted By: 
  
__________________________________________________ 
Taxpayer 
  
__________________________________________________ 
Spouse 
  
__________________________________________________ 
Date 
  



 
PRIVACY POLICY 
 
We value your trust and confidence and want to assure you that your personal information is kept 
completely confidential by us. As a CPA firm and members of the AICPA, we adhere to the highest level 
of professional ethical responsibility and obligations to protect the confidentiality of all client 
information. 
 
This Privacy Policy is to help you understand what information we may collect about you, the limited 
times we may share it with others, and what measures we take to protect your privacy. 
 
What Personal Information Do We Collect? 
 
In order to meet your needs in the course of tax return preparation, tax and financial planning, and tax 
compliance engagements, we collect various types of personal information about you from the 
following sources: 

• Information we receive from you in person, by the phone, mail, or e-mail, through our website, 
on tax preparation worksheets, and on other documents or forms we use in preparing your tax 
return or providing other services for you. Such information includes, for instance, your name, 
address, social security number, income, investment and other assets, and other tax and 
financial information about you. 

• Information we receive from others about your transactions or relationships with them. Such 
information includes, for instance, investment, loan or banking activity, balances or account 
numbers, legal agreements and documents, and other information we gather in the course of 
providing services to you. 

• Information we receive from you when your browser interacts with our website. This could 
include information transmitted on an internet “cookie,” such as your password to our site, your 
preferences on the site, and your internet service provider’s address. 

• Information we receive from a consumer reporting agency, such as your credit history and 
outstanding loan balances. 

 
Is Personal Information Shared with Others? 
We do not share any personal information about you with anyone without your express consent, except 
as permitted by law and as described below. 
 
The law permits or requires disclosure in certain instances, such as if we must share information to 
protect against fraud, in response to a court subpoena, or as part of actual or threatened legal 
proceedings or alternate dispute resolution. 
 
We may share any information we collect (except for consumer reporting agency information, which we 
do not disclose) to nonaffiliated companies that perform support services on our behalf (such as tax or 
data processing, transmission of electronic returns or data, records retention, and mailing services). We 
do not sell or otherwise disclose our client list or any of your information to outside companies for their 
marketing or solicitation use. 
 
We may also share your information with other parties who help assure our compliance with 
professional accounting standards (such as peer review), or who conduct due diligence procedures, such 
as if we consider a sale or merger of our practice. 



 
How Do We Protect the Confidentiality and Security of Your Personal Information? 
Keeping your information confidential and secure is of utmost importance to us. We follow standard 
industry practices to actively protect the confidentiality, security, and integrity of your personal 
information. We also maintain physical, electronic, and procedural safeguards to guard your personal 
information. Our employees are bound by internal confidentiality policies and are subject to disciplinary 
action for any policy violations. And we take appropriate precautions such as confidentiality agreements 
before sharing your information with any outside parties. 
 
Should you become an inactive client or should our relationship end, we will continue to protect the 
confidentiality and security of your personal information in accordance with this privacy policy. 
 
Our Pledge to You 
 
As members of a CPA firm, our professional ethical obligations and responsibilities have always 
demanded no less than the highest regard and duties for the confidentiality of your personal 
information and the security of your privacy. We will protect your personal information, use it only as 
necessary, and perform our engagements so as to always maintain your trust and confidence in us. 
 
Thank you for allowing us to be of service, we truly value our relationship with you. We hope you view 
our firm as your most trusted advisor, and we will work to continue earning that trust. Please call us 
anytime you have questions or we may be of further service. 
 
Best regards,  
 
Two Hills Accounting & Consulting, P.C. 
 
www.twohillsaccounting.com 
info@twohillsaccounting.com 
303-223-2575 


