
TENNESSEN ACCOUNTING & TAX SERVICE INC.
INDIVIDUAL 2016 ENGAGEMENT LETTER

Taxpayer’s Name(s) (Please Print): _____________________________________________________________________

This letter is to confirm and specify the terms of our engagement with you and to clarify the nature and extent of the 
services we will provide. Please read all three pages and sign on page 3.  Both spouses (if married filing joint) need to 
sign.  

We will prepare your 2016 federal income tax return, and the applicable state tax returns (known as “the returns”).  This 
engagement pertains only to the 2016 tax year, and our responsibilities do not include preparation of any other tax returns 
that may be due to any taxing authority.  Our engagement will be complete upon the delivery of the completed returns to 
you.  Our fees for this engagement are not contingent on the results of our services.  Our fee for our services is due upon 
completion of your returns.  For balances not paid within 30 days there will be a 1.5% finance charge on overdue 
balances.  There is a $10 fee for additional copies of your returns for each year requested.  The mailing fee is currently 
$10.

FINCEN Reporting Requirements
Please note that any person or entity subject to the jurisdiction of the United States (includes individuals, corporations, 
partnerships, trusts, and estates) having a financial interest in, or signature or other authority over, bank accounts, 
securities, or other financial accounts having a value exceeding $10,000 in a foreign country shall report such a 
relationship. Failure to disclose the required information to the U.S. Department of the Treasury may result in substantial 
civil and/or criminal penalties.

If you and/or your entity have a financial interest in any foreign accounts, you are responsible for providing our firm with 
all the information necessary to prepare FinCEN Form 114 required by the U.S. Department of the Treasury on or before 
June 30 of each tax year. If you do not provide our firm with information regarding any interest you may have in a foreign
account, we will not be able to prepare any of the required disclosure statements.

Review & Audits
Your returns may be selected for review by one or more than one taxing authority. Any proposed adjustments by the 
examining agent are subject to certain rights of appeal. In the event of such government tax examination, we will be 
available to assist you during the examination.  Any such representation will be billed at a separate rate.

We will prepare the returns from information which you will furnish to us.  It is your responsibility to provide all the 
information required for the preparation of complete and accurate returns.  We will furnish you with questionnaires and/or
worksheets as needed to guide you in gathering the necessary information.  It may be necessary to ask you for clarification
of some of the information you provide.  We will not audit or otherwise verify the data you submit.  Your use of 
organizers, forms, worksheets will assist us in keeping our fee to a minimum. To the extent we render any accounting 
and/or bookkeeping assistance, it will be limited to those tasks we deem necessary for preparation of the returns.  

Our engagement cannot be relied upon to disclose errors, fraud, or other illegal acts that may exist.  You are responsible 
for evaluating the adequacy and results of the services we provide.   You should retain all the documents, canceled checks 
and other data that form the basis of income and deductions.  These may be necessary to prove the accuracy and 
completeness of the returns to a taxing authority.  

1



Form 8879 – Signature Authorization Form
You have the final responsibility for the income tax returns and, therefore, you should review them before you sign them.  
Once you sign form 8879 allowing us to efile your return, your return will be submitted to the taxing authorities.  We have
72 hours to release your return to the taxing authorities from the date you write on your form 8879.  Please be sure to use 
the current date when you sign (and your spouse signs if filing joint) form 8879.

Penalties
The law provides various penalties and interest that may be imposed when taxpayers underestimate their tax liability.  You
acknowledge that any such understated tax, and any imposed interest and penalties, are your responsibility, and that we 
have no responsibility in that regard.  If you would like information on the amount or circumstances of these penalties, 
please contact us.

Extending to File
The timeliness of your cooperation is essential to our ability to complete this engagement.  Specifically, we must receive 
your information from which to prepare your returns within a reasonable period of time prior to the applicable filing 
deadline.  Accordingly, if we do not receive information from you, by March 29, 2017, it will be necessary for us to file an
extension for your returns.  Any penalty or interest for late filing is your responsibility.   For returns filed under extension, 
ALL tax documents must be brought in to our office by October 1st for completion by October 15th.

Tax Planning Services
We will also provide you with interim and year-end tax planning services on issues that you specifically bring to our 
attention.  Please be sure to sign the attached Consent to Use Tax Information Form.  Our ability to provide you with 
appropriate guidance on such issues will be entirely dependent on the timeliness, accuracy, and completeness of the 
relevant information bearing on the issue which we will rely on you to provide to us.  Although we may orally discuss tax 
planning issues with you from time to time, such discussions will not constitute advice upon which we intend for you to 
rely for any purpose.  Rather, any advice upon which we intend for you to rely, and upon which you will rely, will be in a 
written format or correspondence from us to you, and any such writing will supersede any prior oral representations 
between the parties on the issue.  This tax planning will be billed separate from the tax return preparation.
  
    
E-mail Correspondence
In connection with this engagement, we may communicate with you or others via email transmission.  As emails can be 
intercepted and read, disclosed, or otherwise used or communicated by an unintended third party, or may not be delivered 
to each of the parties to whom they are directed and only to such parties, we cannot guarantee or warrant that emails from 
us will be properly delivered and read only by the addressee.  Therefore, we specifically disclaim and waive any liability 
or responsibility whatsoever for interception or unintentional disclosure of emails transmitted by us in connection with the
performance of this engagement.  In that regard, you agree that we shall have no liability for any loss or damage to any 
person or entity resulting from the use of email transmissions, including any consequential, incidental, direct, indirect, or 
special damages, such as loss of revenues or anticipated profits, or disclosure or communication of confidential or 
proprietary information.

Married Filing Joint Returns
Because the income tax returns we are to prepare in connection with this engagement are joint returns, and because you 
will each sign those returns, you are each our client.  You each acknowledge that there is no expectation of privacy from 
the other concerning our services in connection with this engagement, and we are at liberty to share with either of you, 
without the prior consent of the other, any and all documents and other information concerning preparation of your 
returns.  
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Legal
Any litigation arising out of this engagement must be filed within one year from the completion of the engagement, 
notwithstanding any statutory provision to the contrary.  Our liability relating to the performance of the services rendered 
under this letter is limited solely to direct damage sustained by you.  In no event shall we be liable for the consequential, 
special, incidental, or punitive loss, damage, or expense caused to you or to any third party.  Notwithstanding the 
foregoing, our maximum liability relating to services rendered under this letter (regardless of form of action, whether in 
contract, negligence or otherwise) shall be limited to the fees received by us for this engagement.  The provisions set forth
in this paragraph shall survive the completion of the engagement.  This engagement letter is contractual in nature and this 
letter supersedes any prior oral or written representations or commitments by or between the parties.  Notwithstanding 
anything contained herein, both accountant and client agree that regardless of where the client is domiciled and regardless 
of where this Agreement is physically signed, this Agreement shall have been deemed to have been entered into at 
Accountant’s office located in Milwaukee County, WI, USA and Milwaukee County, WI, USA, shall be the exclusive 
jurisdiction for resolving disputes related to this Agreement.  This Agreement shall be interpreted and governed in 
accordance with the Laws of Wisconsin.

Privacy Policy
It is our policy to keep your personal and business information confidential to the extent permitted under law.  We 
do not disclose any non-public personal information about our customers or former customers to anyone, except as
instructed to do so by such customers or as required by law.  We restrict access to non-public personal information 
to those professionals necessary to prepare, assemble and present your tax documents and we maintain physical, 
electronic, and procedural safeguards to guard your non-public personal information.  

If you agree to authorize us to prepare your income tax returns pursuant to the terms set forth above, please sign this letter 
on the line below designated for your signature, and return the original of this executed letter to our office along with your
completed organizer and all your tax documents.  You should keep a copy of this fully executed letter for your records.  If 
our office does not receive a signed letter from you, then this office will not proceed to provide you with any professional 
services, and will not prepare your income tax returns.

Thank you for your attention to this matter, and please contact our office with any questions that you may have.

Tennessen Accounting & Tax Service, Inc.

ACCEPTED AND AGREED:

_____________________________________________________   ________________
Taxpayer Date

____________________________________________________   ________________
Spouse (If Joint Return) Date

*Please see reverse side for Client Consent to Use Tax Information Form.  This form is required
for us to provide any tax planning services or tax advice to your throughout the year. *
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TENNESSEN ACCOUNTING & TAX SERVICE INC.

CLIENT CONSENT TO USE TAX INFORMATION FORM

Federal law requires this consent form to be provided to you.  Unless authorized by law, we cannot use, without your 
consent, your tax return information for purposes other than the preparation and filing of your tax return.  In addition to 
tax preparation services, this firm is in the business of providing year-round financial consultation and tax planning 
services.  This service cannot be provided without your consent.

You are not required to complete this form.  If we do not obtain your signature on this form we will not be able to offer 
any services to you outside of the tax preparation.  If during the year you do request additional services from us, or have 
any tax questions we can send you this form and you can sign it at that time.  Your consent is valid for the amount of time 
that you specify.  If you do not specify the duration of your consent, your consent is valid for one year from the date of 
your signature.

Consent to Use
I consent to the use of my tax information for purposes other than preparing my tax return.  I consent for you to 
communicate with me via newsletter, e-mail, website, phone, or other means with information and recommendations that 
may be of use to me, including but not limited to:

1. Tax Advice.  Advisory services relating to events in my life that have tax consequences such as college, 
investment transactions, marriage, divorce, and retirement.

2. Tax Planning.  Services related to planning and forecasting potential tax obligations and their estimated tax 
payment requirements.

3. Retirement Tax Planning.  Services related to retirement planning, social security planning, minimum required 
distributions from retirement accounts and other planning services.

4. Investment and Asset Advice.  Services relating to the tax considerations of buying, selling, and exchanging 
property including stocks, bonds, and real estate.

5. Other Tax and Financial Advice.  Services related to responding to your tax and financial questions.

By signing this form you expressly consent to the use of your tax information for the purposes of providing these auxiliary
tax and financial services for you.  I understand the firm is using tax information furnished by me to provide me with the 
services listed here.  I also understand that I may terminate this consent at any time by providing a written request for 
termination.  Except upon approval by me or as required by law Tennessen Accounting & Tax Service will not disclose 
my confidential tax information to any other person or for any other purpose.  I also acknowledge that I have read and 
understand the Tennessen Accounting & Tax Services Privacy Policy provided within this document.

Duration of this consent: __________________
(One year from date of signature if left blank)

Name (print): ____________________________ Spouse’s Name: _________________________

Signature: _______________________________ Spouse’s Signature: ______________________

Date: ___________________________________ Date: __________________________________

Privacy Policy 
We do not disclose any non-public personal information about our customers or former customers to anyone, except as 
instructed to do so by such customers or as required by law.  We restrict access to non-public personal information to 
those professionals necessary to prepare, assemble and present your tax documents and we maintain physical, electronic, 
and procedural safeguards to guard your non-public personal information.

-----------------
If you believe your tax return information has been disclosed or used improperly in a manner unauthorized by law or 
without your permission, you may contact the Treasury Inspector General for Tax Administration (TIGTA) by telephone 1-
800-366-4484 or by email at complaints@tigta.treas.gov.






