
Individual Engagement Letter 

January 01, 2023 

Client Name:  _____________________________________ 

Client Address:  _____________________________________ 

Client City, State. Zip: _____________________________________ 

(Please sign on the last page after reading and understanding this letter) 

Dear Client, 

Thank you for selecting David Miller, CPA, LLC to assist you with your tax affairs. This letter confirms 
the terms of our engagement with you and the nature and extent of services we will provide.  

We will prepare your federal and all state income tax returns you request using information you provide to 
us. We may ask for clarification of some items, but we will not audit or otherwise verify the data you 
submit. We can provide an “Organizer” to help you gather the information required for a complete return. 
If you use the Organizer, it will help you avoid overlooking important information and contribute to 
efficient preparation of your returns. That helps keep the cost of our services as low as possible.  

It is your responsibility to provide information required for preparation of complete and accurate returns. 
You should keep all documents, canceled checks and other data that support your reported income and 
deductions. They may be necessary to prove accuracy and completeness of the returns to a taxing authority. 
You are responsible for the returns, so you should review them carefully before you sign them.  

We will prepare the tax returns solely for filing with the Internal Revenue Service and state and local tax 
authorities.  They are not intended to benefit or influence any third party, either to obtain credit or for any 
other purpose.  As a result, you agree to indemnify and hold our firm and any of its shareholders, officers, 
directors, or employees harmless with respect to any and all claims arising from the use of the tax returns 
for any purpose other than filing with the IRS and state and local tax authorities regardless of the nature of 
the claim, including the negligence of any party.  You agree that you will not and are not entitled to rely on 
any advice unless it is provided in writing. 

Our work will not include any procedures to discover defalcations or other irregularities. The only 
accounting or analysis work we will do is that which is necessary for preparation of your income tax returns. 

Significant penalties can be imposed on you for failing to disclose participation in “reportable transactions,” 
that is, certain arrangement the IRS has identified as potentially abusive. We will insist that all such 
transactions be properly disclosed.  The law also imposes penalties when taxpayers understate their tax 
liability. If you have concerns about such penalties, please call us.  

Your returns may be selected for audit by a taxing authority. Any proposed adjustments are subject to 
appeal. In the event of a tax examination, we can arrange to be available to represent you. Such 
representation will be a separate engagement for which an engagement letter will be provided to you. Fees 
and expenses for defending the returns will be invoiced in accordance with terms we agree on for that 
engagement.  



Our advice is based upon tax reference materials, facts, assumptions, and representations that are subject to 
change. Tax reference materials include, but are not limited to, the Internal Revenue Code (“IRC”), tax 
regulations, Revenue Rulings, Revenue Procedures, Private Letter Rulings and court decisions. We will not 
update our advice after the conclusion of the engagement for subsequent legislative or administrative 
changes or future judicial interpretations. To the extent we provide written advice concerning federal tax 
matters, we will follow the guidance contained in Circular 230, §10.37, Requirements for Written Advice. 

We will use our judgment to resolve questions in your favor where a tax law is unclear, provided there is 
substantial support for doing so. If there are conflicting interpretations of the law, we will explain the 
possible positions that may be taken on your return. We will follow the position you request, provided it is 
consistent with our understanding of the Internal Revenue Code (“IRC”), tax regulations, Revenue Rulings, 
Revenue Procedures, Private Letter Rulings and court cases. If the IRS, state or local tax authorities later 
contest the position taken, additional tax, penalties, and interest may be assessed. We assume no liability, 
and you hereby release us from any liability including but not limited to, additional tax, penalties, interest, 
and related professional fees. 

The firm 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 service 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, the firm will remain responsible for the work provided by any such third-party 
service providers.   

If you wish to take a tax position based upon the advice of another tax advisor, you agree to obtain a written 
statement from the advisor confirming that the position should meet the “realistic possibility,” “substantial 
authority,” or “more likely than not” standard, as applicable. In preparing your federal tax return, we are 
subject to a diligence as to accuracy regarding reliance on others standard, as defined in revisions to Circular 
230, §10.22(b). To the extent a position is based upon the advice of another tax advisor, prior to preparing 
or signing the tax return, the AICPA SSTS No. 1 also requires our firm to have a good faith belief that the 
position has, at a minimum, a realistic possibility of being sustained administratively or judicially on its 
merits, if challenged. Additional charges will apply to such research. 

You are responsible for ensuring that personal expenses, if any, are segregated from business expenses and 
that expenses such as meals, travel, vehicle use, gifts, and related expenses are supported by necessary 
records required by the IRS and other tax authorities. At your written request, we are available to provide 
you with written answers to your questions on the types of supporting records required. 

You are responsible for determining your tax filing obligations with any state or local tax authorities, 
including, but not limited to income, franchise, sales, use, property or unclaimed property taxes. You agree 
that we have no responsibility to research these obligations or to inform you of them. If upon review of the 
information you have provided to us, including information that comes to our attention, we believe that you 
may have additional filing obligations, we will notify you of this responsibility in writing and ask you to 
contact us.  

Our professional fee for the services has been or will be discussed in separate correspondences. This fee is 
based upon the complexity of the work to be performed, and our professional time, as well as out-of-pocket 
expenses. In addition, this fee depends upon the timely delivery, availability, quality, and completeness of 
the information you provide to us. You agree that you will deliver all records requested and respond to all 
inquiries made by our staff to complete this engagement on a timely basis. You agree to pay all fees and 
expenses incurred whether or not we finalize our advice. 



We will retain copies of records you supplied to us along with our work papers for your engagement for a 
period of seven years. After seven years, our work papers and engagement files will be destroyed. All of 
your original records will be returned to you at the end of this engagement. You should keep the original 
records in secure storage.  
To affirm that this letter correctly summarizes your understanding of the arrangements for this work, please 
sign the enclosed copy of this letter in the space indicated and return it to us in the envelope provided.  
We appreciate your confidence in us. Please call if you have questions. 
Sincerely, 

David Miller, CPA 
President/Founder of David Miller, CPA, LLC 

Accepted By: ___________________________________ 
           (Digital, typed, or handwritten are all fine) 

Date: ___________________________________ 


	Individual Engagement Letter

