
 

 
9491 Savannah Estates Drive • Lake Worth FL 33467 

Phone (561) 372-1405 • Fax (561) 439-0499 
www.MicheleKCPA.com 

1 | P a g e  

Subject: Preparation of 2019 Corporate Tax Returns 
 
Company ____________________________________________ Tax Year: 2019 
 
We would like to thank you for the opportunity to serve as your tax preparer.  With the many 
recent events and changes in our accounting profession, we are required to establish a clear 
understanding with you as to our services and your responsibilities to us, including any limitations 
on the services to be performed.  That is why it is important for you to take a moment to review 
and sign this letter and return a copy to us so that we may continue to provide you with quality 
service. 

The objective of our services is to prepare the annual Federal and State (if applicable) Business 
Income Tax Returns for 2019.  We will also prepare the 2020 Florida County Personal Property 
Tax Return, where applicable.  Our services are limited to the preparation of these returns.  We 
will perform the services in accordance with applicable professional standards, including the 
Statements on Standards for Tax Services issued by the American Institute of Certified Public 
Accountants.  As part of the engagement, we may assist you on a periodic basis, with your 
bookkeeping of the company for the current tax year (including QuickBooks and other computer 
programs).  In this regard, we may work with you in recording transactions, or the proposal of 
standard, adjusting reclassification or other journal entries; it is your responsibility to review and 
approve these entries and transactions.  These services do not constitute preparation or 
submission of financial statements.  

Our services are limited to the preparation of the tax return(s) above and do not include other 
tax matters or tax jurisdictions. Engagements for other tax issues, such as tax planning, nexus 
analysis, foreign taxation, out-of-state returns, and other unique tax matters require special skills 
and considerations.  These can involve a significant amount of professional time and related cost.  
That is why you are responsible for identifying these areas and engagements need to be planned 
and executed with you under a separate engagement letter. 

You have final responsibility for your income tax returns; please check them carefully for accuracy 
and completeness before you sign them.  In signing returns, you specifically acknowledge to the 
IRS that: “Under penalties of perjury, I declare that I have examined this return, including the 
accompanying schedules and statements, and to the best of my knowledge and belief, it is true, 
correct, and complete.” 

During the course of our engagement, we will not perform management functions or make 
management decisions.  You are responsible for all management decisions and functions, and for 
designating a competent owner or employee to oversee any bookkeeping, tax, or other services 
we provide.  

You are responsible for evaluating the adequacy and results of the services performed and 
accepting responsibility for such services.  Your responsibilities include: 
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a. designing, implementing, and maintaining internal control 
b. preventing and detecting fraud 
c. identifying and ensuring that the company complies with the laws and regulations 

applicable to its activities 
d. the selection and application of tax and accounting principles 
e. making all financial records and related information available to us and for the 

accuracy and completeness of that information. 
Our engagement does not include any procedures designed to discover fraud, illegal acts or 
other irregularities.  We also have no responsibility to identify and communicate deficiencies in 
your internal control as part of this engagement. 

The information and tax returns provided as a result of this engagement are for the exclusive use 
for management in the filing of tax returns; not for third party use or compliance.  If for any 
reason, we are unable to accurately complete your returns, we will not issue tax returns as a 
result of this engagement. 

In order to meet filing deadlines, we kindly request all information (including timely responses to 
our open questions) 21 days prior to the due date or extended due date of the tax return.  Under 
recent IRS guidelines, we are required to efile most tax returns; this requires you to sign and 
return Signature Authorization - Form 8879 to us in a timely manner.  Our engagement may not 
be considered final until all of our invoices are paid in full.  We reserve the right to not finalize 
and submit for filing/efiling tax returns if there are any unpaid invoices for the Company, a related 
company or you individually.  It is your responsibility to ensure all our invoices are paid prior to 
any applicable deadlines and in turn, tax returns are timely filed. 

Bills for our services will be due and payable upon presentation.  A finance charge of 1.5% per 
month (18 percent Annual Rate) will be added to all accounts which have extended to 30 days 
old as of our invoice date.  Absent any notification by you, we may stop any additional services if 
payment has not been received within 45 days.  If collection action is required, you agree to pay 
all attorney and court fees.  Invoices paid via credit card will include a 3% convenience fee. 

Bills for this engagement do not include additional time for IRS or State inquiries or examination.  
You will be responsible and billed for professional time incurred subsequent to the completion 
of the engagement for responses to any judicial, regulatory, tax or other inquiries, even if it is to 
clarify work previously performed.  For an additional fee you can sign up for “Protection Plus” 
which provides audit assistance and ID theft assistance. 

During this engagement we may need to refer to selected records and may require a photocopy 
of these records for our working papers.  Upon completion of the engagement it is our policy to 
return all of your original records and provide client copies of tax returns; additional copies are 
available for a nominal charge.  Our use of these documents is for the preparation of your tax 
return, not for additional monitoring or analysis.  It is your responsibility to retain your records 
in accordance with legal and statutory requirements.  Our working papers, including any 
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photocopies that we obtain from you, are our property and will be retained by us.  It is our 
intention to store our workpapers and documents provided by you and any outside source 
related to this engagement for five years.  After that time, we will dispose of these records.  You 
agree to notify us before that time should you wish to obtain copies of any of these documents.  
If we are not notified before the end of this period, we will automatically dispose of same. 

In the event of any lawsuit based upon any provision hereof or the interpretation of any provision 
hereof or otherwise, or in any way arising out of our professional relationship, in which we shall 
be the prevailing party, then we shall be entitled to collect from you, in addition to, any judgment 
for such fees and advances, all costs, expenses and attorney’s fees incurred by us in such 
litigation, whether the same be incurred in the trial court or in any appellate court.  Both parties 
waive the right to trial by jury. You will indemnify Michele Koscielniak CPA LLC and its principals 
and employees and hold them harmless from any claims, liabilities, losses and costs arising in 
circumstances where there has been a knowing misrepresentation by a member of management, 
regardless of whether such person was acting in the Company’s best interest.  You release 
Michele Koscielniak CPA LLC and its employees from liability for any negligence arising from 
reliance on such misrepresentations. 

This tax engagement ends upon delivery of the completed 2019 tax return.  We expect to 
continue to perform our service from year to year, however, we must have written 
acknowledgement from you each year before any work is started. 

Either party may terminate this agreement upon advanced notice. Should this agreement be 
terminated prior to completing your returns, we will prepare a final billing showing the total fees 
incurred for services rendered. This amount will be due and payable upon presentation. 

If you have any questions about this letter, please do not hesitate to contact us.  To indicate your 
agreement to the arrangements above, please sign this letter and return it to us.  The duplicate 
copy is for your files. 

We appreciate your confidence in us. Please call if you have questions. 
Sincerely, 
 

Michele K Sheerahamed 
Michele K Sheerahamed CPA 
Michele Koscielniak CPA LLC 
 
I have read and acknowledged the terms of the engagement as set forth above. 
 
Accepted By: 
 
__________________________________________________ ________________ 
Officer         Date 


