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Dear

We hope to better meet your expectations of service from our firm by clearly identifying 
the particular services to be provided and their frequency. Our tax services will cover the 2022 tax year, and our other 
services will cover the year ended December 31, 2023.

You are responsible for assuming all management decisions and responsibilities and for designating an individual 
with suitable skills, knowledge, and experience to oversee any bookkeeping services, tax services, preparation of your 
financial statements, or other services we provide. We, in our sole professional judgment, reserve the right to refuse to 
perform any procedure or take any action that could be construed as assuming management responsibilities since 
performing those procedures or taking such action would impair our independence. One of your management 
responsibilities or that of your designated individual, among other responsibilities, is to obtain, examine and approve 
the contents of your monthly bank statements and other periodic financial source documents for accuracy and 
appropriateness for use as a basis for internal control over assets and financial reporting. In addition, you are 
responsible for evaluating the adequacy and results of the services performed and accepting responsibility for such 
services. 

The engagements listed cannot be relied upon to identify or disclose any financial statement misstatements, including 
those caused by error or fraud, or to identify or disclose any wrongdoing within the entity or noncompliance with 
laws and regulations. 

Tax Return 
We will prepare your 2022 Federal income tax return and the requested state income tax return(s).

The return(s) will be prepared in accordance with the appropriate federal and state income tax laws and regulations. 
We are only responsible for preparing the returns that you have requested. Our services are not intended to determine 
whether you have a filing requirement in other taxing jurisdictions other than the one(s) you have informed us of. If 
you have taxable activity in other states other than those currently being filed, you are responsible for informing our 
firm of said activity, for providing our firm with all the information necessary to prepare any additional state and local 
tax returns, and for requesting that we prepare those tax returns for you. 

It is your responsibility to provide all the information required for the preparation of complete and accurate returns 
even if we have not specifically asked for the information. To the best of your knowledge, you represent you have 
disclosed to us all relevant facts affecting your return(s). Our work in connection with the preparation of your tax 
return(s) does not include any procedures designed to discover defalcations or irregularities, should any exist. Your 
return(s) were prepared solely from information provided to us without verification by us. You have the final 
responsibility for the income tax returns and, therefore, the appropriate officials should review the return carefully 
before an authorized officer signs and files it. 



In accordance with federal law, in no case will we disclose your tax return information to any 
location outside the United States, to another tax return preparer outside of our firm for 
purposes of a second opinion, or to any other third party for any purpose other than to prepare 
your return without first receiving your written consent.
The Internal Revenue Code and regulations impose preparation and disclosure standards with 
non-compliance penalties on both the preparer of a tax return and on the taxpayer. To avoid 
exposure to these penalties, it may be necessary in some cases to make certain disclosures to 
you and/or in the tax return concerning positions taken on the return that do not meet these 
standards. Accordingly, we will discuss tax positions that may increase the risk of exposure to 
penalties and any recommended disclosures with you before completing the preparation of the 
return. If we conclude that we are obligated to disclose a position and you refuse to permit the 
disclosure, we reserve the right to withdraw from the engagement and you agree to 
compensate us for our services to the date of withdrawal. Our engagement with you will 
terminate upon our withdrawal.
The IRS permits you to authorize us to discuss, on a limited basis, aspects of your return for 
one year after the return's due date. Your consent to such a discussion is evidenced by 
checking a box on the return. Unless you tell us otherwise, we will check that box authorizing 
the IRS to discuss your return with us.
It is our policy not to keep any of your original records, so we will return those to you upon 
the completion of the engagement. When your records are returned to you, it is your 
responsibility to retain and protect these records. You should retain all the documents, 
canceled checks, and other data that form the basis of income and deductions as it may be 
necessary to prove the accuracy and completeness of the returns to a taxing authority during 
an examination.
Your return(s) may be selected for review by the taxing authorities. In the event of an audit, 
you may be requested to produce documents, records, or other evidence to substantiate the 
items of income and deduction shown on a tax return. Any proposed adjustments by the 
examining agent are subject to certain rights of appeal. In the event of a tax examination, we 
will be available, upon request, to represent you. However, such additional services are not 
included in the fees for the preparation of the tax return(s).
Workpapers and other documentation prepared by us in connection with this engagement are 
property of our firm. However, we will not disclose confidential information contained in 
those workpapers or otherwise disclosed to us during this engagement except when required 
by law or permitted under the rules of professional conduct governing accountants.
Engagement Administration, Fees, and Other
Our fees for these services will reflect our standard hourly billing rates. You may also be 
billed for travel and other out-of-pocket costs such as report production, word processing, 
postage, etc. Our charges also may include other appropriate factors, including the difficulty 
of the assignment, the degree of risk and responsibility the work entails, time limitations 
imposed on us by others, the experience and professional expertise of the personnel assigned, 
and the priority and importance of the work to the client. We will attempt to minimize our fees 
without sacrificing the quality of our work. The extent to which we can depends on the 
availability of your personnel to offer us clerical and other assistance, to prepare schedules, 
perform analyses, and provide source documents. Additionally, this fee is dependent on the 
timely delivery, availability, 



quality, and completeness of the information you provide to us.
If the information you provide is not submitted in a timely manner, or is incomplete or 
unusable, we reserve the right to charge additional fees and expenses for services required to 
correct the problem.  If this occurs, we will contact you to discuss the matter and the 
anticipated delay in performing our services.

You may request that we perform additional services not addressed in this engagement letter. 
If this occurs, we will communicate with you regarding the scope of the additional services 
and the estimated fee. We also may issue a separate engagement letter covering the additional 
services. In the absence of any other written communication from us documenting such 
additional services, our services will continue to be governed by the terms of this 
engagement letter.
Our invoices for these services will be rendered each month as work progresses and are 
payable on presentation. In accordance with our firm policies, work may be suspended if 
your account becomes 30 days or more overdue and will not be resumed until your account is 
paid in full. Amounts not paid within 30 days from the invoice date will be subject to a late 
payment charge of 1.5% per month (18% per year). 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 our report.  You will be obligated 
to compensate us for all time expended and to reimburse us for all out-of-pocket 
expenditures through the date of termination.
In the event of a dispute, you agree that our liability arising from this engagement shall be 
limited to the lesser of any actual damages which may have been caused by acts, errors or 
omissions in violation of our professional duties in all material respects, or the "amount of 
the fees" which you have paid us for our services. Further, the "amount of fees" is limited to 
the fees paid to us during the most recent twelve months following the date of this or any 
subsequent engagement letter with our firm.
In the event of a dispute, you agree that our liability arising from this engagement shall be 
limited to the lesser of any actual damages which may have been caused by acts, errors or 
omissions in violation of our professional duties in all material respects, or the "amount of 
the fees" which you have paid us for our services. Further, the "amount of fees" is limited to 
the fees paid to us during the most recent twelve months following the date of this or any 
subsequent engagement letter with our firm.

By signing this engagement letter, you agree to submit any dispute concerning our services 
to final and binding arbitration conducted under the Rules of the American Arbitration 
Association which pertain to the resolution of claims against accountants. The arbitrator(s) 
selected to preside over any arbitration proceeding must be mutually acceptable to all parties.
The arbitrator(s) shall have authority to award compensatory damages, but only for such 
damages as found to have been directly and solely caused by acts, errors, or omissions 
committed in violation of our professional duties, and only to the extent of the "amount of 
fees" as defined above. If the amount of compensatory damages is greater than the 
"amount of fees", then the arbitrator(s) authority to award compensatory damages shall be 
limited to the "amount of fees" paid as defined above.



PRINT:          Signature: ____________________________ 
Date: ________________________________ TITLE: ______________________________     

We want to express our appreciation for this opportunity to work with you.

Sincerely,

Bradford Tax & Accounting
Network
www.bradfordgroups.com

We have the right to withdraw from this engagement, at our discretion, if you do not provide 

us with any information we request in a timely manner, refuse to cooperate with our reasonable requests or 
misrepresent any facts. Our withdrawal will release us from any obligation to complete your return and will 
constitute completion of our engagement. You agree to compensate us for our time and out-of-pocket expenses 
through the date of our withdrawal. 

This letter will continue to apply to the above enumerated services with respect to subsequent years, unless 
amended or terminated in writing by either of us. 

We are pleased to confirm the acceptance and understanding of the terms and objectives of our 
engagement, as outlined above, and the nature and limitations of the services we will provide. If the above 
agreement correctly sets forth your understanding of the engagement(s), please sign in the space below. If 
you disagree with any of these terms, please notify us immediately.

Agreed to and Accepted by:

____________________________




