HP & Associates, P.C.
Certified Public Accountants

27950 Orchard Lake Road, Suite # 110, Farmington Hills, MI 48334

Ph :( 248) 626-4200, Fax :( 248) 626-2800

                                                     E-mail: tax@hpatelcpa.com, Website: www.hpatelcpa.com

TAX RETURN ENGAGEMENT LETTER 
Please Note: We do not provide Quotes or estimates for Tax Refund


TAX RETURN ENGAGEMENT LETTER 
Dear Client: 
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. In order to ensure an understanding of our mutual responsibilities, we ask all clients for whom returns are prepared to confirm the following arrangements. 

We will prepare your 2009 federal and requested state income tax returns from information that you will furnish us. We will not audit or otherwise verify the data you submit, although it may be necessary to ask you for clarification of some of the information. We will furnish you with questionnaires and/or worksheets to guide you in gathering the necessary information. Your use of such forms will assist in keeping pertinent information from being overlooked. 
It is your responsibility to provide all the information required for the preparation of complete and accurate returns. 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. You have the final responsibility for the income tax returns and, therefore, you should review them carefully before you sign them. 
Our work in connection with the preparation of your income tax returns does not include any procedures designed to discover defalcations or other irregularities, should any exist. We will render such accounting and bookkeeping assistance as determined to be necessary for preparation of the income tax returns. 
We will use professional judgment in resolving questions where the tax law is unclear, or where there may be conflicts between the taxing authorities’ interpretations of the law and other supportable positions. Unless otherwise instructed by you, we will resolve such questions in your favor whenever possible. 
The law provides various penalties that may be imposed when taxpayers understate their tax liability. If you would like information on the amount or the circumstances of these penalties, please contact us/me. 

Your returns may be selected for review by the taxing authorities. 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 upon request to represent you and will render additional invoices for the time and expenses incurred. 
Our fee for these services will be based upon the amount of time required at standard billing rates plus out-of-pocket expenses. All invoices are attached along with the tax return and are due and payable upon presentation. 
By sending us the documents for tax preparation, the client agrees to pay HP & Associates P.C the minimum tax preparation fees of $75 if the tax return is not filed by us and the actual tax preparation fee if the tax return is filed by us. We accept payments by Cash, Checks or Money orders.

Payment is due immediately within 7 days filing of the tax return. In case the payment is past due, the client authorizes HP & Associates, P.C to withdraw the tax preparation fees from your bank account provided to us. 

If the foregoing fairly sets forth your understanding, please sign the enclosed copy of this letter in the space indicated and return it to our office. 
We want to express our appreciation for this opportunity to work with you. Visit our web site for privacy policy and frequently asked questions and answer.

Please call if you have any questions, because your privacy, our professional ethics, and the ability to provide you with quality financial services are very important to us. 

Very truly yours, 
HP & Associates, P.C.

	Accepted By: __________________ 

	Date: _________________________ 

	

	As per AICPA guidelines, we need this engagement letter to be signed in order to provide our clients with tax return preparation services. 


 Scroll down for Tax Preparation checklist

	


Personal Tax Preparation Check List-2009
Your tax return is prepared based on this checklist. So, please don’t send us the blank/incomplete checklist. (FAQ’s at the end of this checklist will answer most of your questions regarding tax filing and applying for ITIN). 
1. Personal Details:
a. Primary Tax Payer – Exactly as it appears in the Social Security Card
	Social Security Number
	First Name
	Middle Name
	Last Name
	Date of Birth

mm/d/yr
	Occupation

	
	
	
	
	
	


b. 
Daytime Telephone Number 


-  


Evening (Home) Telephone Number

-


Cell Number




-


Personal E-Mail Address (Non corporate)
-


Martial Status




-

c. 
Present Address                                            -
d.
Name of School District and County              -
e.
Name of City of Work & no of months worked there-




f.    Name of City of residence and no of months resided there-
f. 
If you have moved, then provide all addresses where you have worked in 2009 –
 g. 
Spouse (Wife/Husband) Exactly as it appears in the Social Security Card / ITIN
	SSN / ITIN
	First Name
	Middle Name
	Last Name
	Date of Birth

mm/d/yr
	Occupation

	
	
	
	
	
	


h. 
Dependents (Kids, Parents & Others) Exactly as it appears in their Social Security Card / ITIN
	First Name
	Last Name
	SSN / ITIN
	Relationship
	Date of Birth

mm/d/yr
	Day Care Expenses in 2009

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Note: 
If SSN or ITIN is not available for your wife, kids or any dependents, we have to apply for the ITIN. In order to apply for the ITIN, please take a copy of their entire passport from wrapper to last page including all the blank pages. Get the first photo page notarized and keep the entire set with you. This set is required to be sent to IRS along with your tax return. Along with this checklist you ONLY have to fax or email us the copies of First Page with Photo and visa page of the Passport and I-94.

i. 
Bank Details for Direct Deposit/Debit of your Refunds/Payments.

	Name of the Bank
	Routing Number ( 9 digits)
	Account Number
	Type of Account

	
	
	
	


j. 
Credit Card Information. (Required for Tax Preparation Fee Payment) 
	Type of Card

	Number
	Exp. Date
	CVV 

Code
	Cardholder
Name
	Billing Address

	Visa
	
	
	
	
	

	Master Card
	
	
	
	
	

	Discover
	
	
	
	
	


k.
Child Care / Day care Expenses, if any.

	Federal ID Number / SSN
	Name of the Day care Center/person
	Address
	Amount Paid
	Child’s Name

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


l.
Education Expenses, if any.

	
	Name of the Institution
	Amount Paid

	Primary Tax payer
	
	

	Spouse
	
	

	Name of the Dependent
	
	


j. Interest on Student Loan (if any) paid for the year 2009 - $ 

             Taxpayer                           Spouse                          Dependant
2. Employment and other Income Details: 
(Please scan/fax the documents that are applicable along with the checklist)

Wages:   Number of Form W-2’s you are enclosing………..

Other Earned Income:  Number of Form 1099-MISC’s (if any) you are enclosing……
(Please use the excel sheet attached below to provide the information)


[image: image1.emf]Microsoft Office  Excel 97-2003 Worksheet


Interest and Dividends: Interest Income Earned during 2009- $_____
        Number of Form 1099-Int or 1099-Div. (if any) you are enclosing……

Capital Gain/ Loss: Did you sell any stocks or mutual fund. If yes, Number of Form 1099-B you are enclosing…………………

(If yes, Please provide the details in the attached excel format only. [Don’t Change any columns or format, do not put any special characters (e.g. &,-, @, %, /)




Excel sheet for Sale of shares


[image: image2.emf]Microsoft Office  Excel 97-2003 Worksheet


Rental Income in USA: Was there any Renal Income/ Expense in 2009, mention Yes or No………  
 (If yes, Please use the excel sheet attached below to provide the information)
Excel sheet for Rental Income

[image: image3.emf]Microsoft Office  Excel 97-2003 Worksheet


2. IRA Contributions: 




            Traditional 
         Roth 
Tax Payer 

-






Spouse

-

3. Moving Expenses :

If you moved your residence in 2009 and if the distant between the old location and the new location exceeds 50 miles please provide the following details.

      a. Date Moved:                        

      b. Moved From:

      c. Moved To:


      d. Is this move due to the change in job locations?
e. Number of miles from OLD residence to NEW workplace - 
f. Number of miles from OLD residence to OLD workplace-

g.
Amount spent for transportation of Household goods 
-

h. 
Amount spent for travel & Lodging during the move-

i. 
Moving expenses reimbursed by the employer 
-
4. IRS deductible Expenses:  

Schedule A - Itemized Deductions

a. Health Insurance Premiums Paid


-

b. Medical / Dental Expenses



-

c. Property Tax 




-

d. New motor vehicle purchased after February 16, 2009
  -  (Yes/No)
New vehicle purchase price                               - $

Total Sales tax paid & date of payment              -$ 

e. Car Annual plate renewal fees  


-

f. Qualified Mortgage Insurance Premium 

-

g. Investment Interest




-

h. Charitable Contributions 

i. By Check / Cash


-



ii. Car/Cloth/Computer/Electronics
-

(If IRS audits, Taxpayer should be able to provide receipt and copy of check for each donation greater than $250.00)
i. Job Search Expenses



-

j. Last year Tax preparation fees 


-

Business/Job Related Expenses

a. Parking/Toll/Transportation


-

b. Travel away from home



-



c. Job related expenses 



-



(E.g. Cell phone, Internet, purchase of Computer or Laptop, Attorney fees, continuing education etc.)

d. Business Meals/Entertainment 


-

e. Mileage Information 


  

      Vehicle 1   
Vehicle 2
	Date placed in service
	
	

	Total mileage during 2009
	
	

	Job related miles (work to client location)   


	
	

	Daily Commuting miles (home to work & back) 



	
	

	Total Commuting miles

	
	


Tax code requires you respond to the following questions about auto usage:   Taxpayer 
        Spouse

Do you or your spouse have another vehicle for personal use…………….    Yes      No 
       Yes    No
Was your vehicle available for personal use during off duty hours……….     Yes      No 
       Yes     No 
Do you have evidence to support your deduction…………………………       Yes      No 
       Yes     No 
If yes, is this evidence written (mileage log etc)……………………………..    Yes      No 
       Yes     No 
5. House related expenses:
a. Did you buy a new home in 2009


-
(Please attach the closing statement)
b. Is the new home your first home and primary residence?  -  (Yes/No)
c. Did you made Following Energy saving improvement in your home during 2009?   -       (Yes/No)
Energy saving new insulation Material under your Roof:

Energy saving new Door or Windows:

Energy saving new Heating and Air-conditioning:

Energy saving water Heater:

d. Please attach the copy of the 1098 received from the mortgage company for all the homes that you own. For renters please provide the amount of rent paid per month, also provide the name and address of land lord.
e. If you own house in India and House and Mortgage loan is on your name then provide Total mortgage Interest paid for 2009 tax year, Name & Address of Bank and property tax paid in India.
Note: If you are a new client, please provide us a copy of your 2008 Federal and State Tax return.
 We will not start the tax return preparation unless the box below is checked and the Tax Engagement Letter is signed. 


Please fax above checklist along with documents to 248 626 2800 or email us at tax@hpatelcpa.com.

Also visit our web site www.hpatelcpa.com
Your Privacy is Important

The e-mail address you provide will be used to help us communicate with you about the status of your return. We do not rent, sell or share your personal information with anyone. HP & Associates P.C may send you a reminder to complete your tax return and occasionally contact you about the tax updates. For more information, see our privacy policy.
Thank you for your patronage & we look forward to provide you an Excellent Service.
FREQUENTLY ASKED QUESTIONS ABOUT PROCEDURE FOR FILING TAX RETURN
1. What information will be required to prepare my tax return?

Please download and fill the Individual tax return checklist. Attach your W2 and other relevant documents and send it back to us either by mail, email or fax listed below.

2. How do I send the tax information?

You can send us the tax information attention to Jesal Patel in the following ways:
a. Email 

tax@hpatelcpa.com
b. Fax 
 
248-626-2800

c. Mail 

HP & Associates P.C.

27950 Orchard Lake Road, Suite 110

Farmington Hills, MI 48334

3. How much is the tax return preparation fee?

The tax return preparation fee depends on the complexity of your tax return and the number of forms that we have to file for you. Our minimum individual tax return preparation fee is $75. Our 70% of the individual tax clients pay between the ranges of $130 to $160. We cannot give you the exact fees until we are finished with the preparation of your tax return.

4. How can I pay the tax return preparation fee? 

We accept payment in form of Cash, Check, Money Order or Cashier check & credit card (Visa, Master Card, and Discover only). Tax preparation fee is due within 30 days of receiving the approval to file the tax return.

5. What happens if the payment for tax return preparation fee is not received within 30 days? 

If the payment is past due for more than 30 days, we will directly take it out from the bank account provided by you in the tax preparation checklist Or charge to your credit card company.
6. Whom should I make the check payable to? And where do I send the check?

Please make the check payable to HP & Associates P.C. Please mail the payment to.



HP & Associates P.C. 

27950 Orchard Lake Road, Suite 110

Farmington Hills, MI  48334.
7. How long will it take to prepare my tax return?

The preparation of your tax return can take anywhere between 3 days to 15 days. 

8. Will I get a chance to review the tax return before filing it with the IRS?

Yes. We will email you a draft copy of your tax return for review. Please carefully review your tax return. In case of any correction please email the same to priti@hpatelcpa.com. If there are no corrections to be made please sign and send (email/fax) us the Form 8879 and Schedule A (if applicable) included in your tax return. The form 8879 signature is required only for those returns which can be electronically filed.

9. Can I file my tax return electronically?

Yes. We can file your tax return electronically. The tax return shall be electronically filed on receipt of your approval on Form 8879 and Schedule A (if applicable) included in the draft copy of your tax return. However there are exceptions to it. For exceptions please see below-Tax returns not eligible for electronic filing. 
10. Tax returns NOT eligible for electronic filing includes but not limited to:

a. Tax return with ITIN Applications ( applicable in cases where dependent or spouse does not have a social security number)
b. Tax return on Form 1040NR
c. Tax returns which have more than 5 stock transactions and a filled-in excel sheet has not been attached with the checklist.
d. Tax returns for 2007 and prior years
e. Amended tax returns
11. What if my tax return is not eligible for electronic filing?
Your tax return has to be paper filed if it is not eligible for electronic filing. In that event, after reviewing you tax return, please send us a simple email (no form is required) letting us know that you approve the tax return. Send this email to priti@hpatelcpa.com. Once we receive your approval we will mail you a tax packet which will include the complete tax return along with the filing instructions and the addressed envelopes. This tax packet shall be mailed at the address on the tax return unless otherwise instructed. You have to sign couple of forms as instructed in the tax packet and send the same to the IRS, State and local government in the addressed envelope provide by us in the tax packet. Please mail your tax return by certified mail.

12. How long should I wait to check the status of my refund? And where can I check the status of my refund?

We will electronically file your tax return, once we receive your signed Form 8879. Please allow 7 business days for the system to update, if you filed on paper, please allow 4 - 6 weeks for processing of your return. After 7 business days you can check refund status on our website www.hpatelcpa.com  in the Refund Status section. 
 Have a copy of your tax return handy. You will need to provide the following information from your return:

· Your Social Security Number (or Individual Taxpayer Identification Number);

· Filing status (Single, Married Filing Joint Return, Married Filing Separate Return, Head of Household, or Qualifying Widow(er))

· The exact whole dollar amount of your refund
13. When will I receive my refund?

For electronic return with direct deposit information 
-
approximately 10-15 days of filing

For electronic return with check to be mailed
-
approximately 3 weeks of filing
For paper return 
-
approximately 4 weeks of mailing
For amended return refunds-Approximately 8-12 weeks of mailing 

14. How long does it take to process the amended tax return?
It may take 8 to 12 weeks or longer to process the amended tax return. If 8 weeks have elapsed and you have not received your refund on amended tax return, call (800) 829-1040.
15. What is ITIN? Do I need ITIN for my spouse or dependents?

ITIN refers to “Individual Tax Identification Number”. An ITIN is required when the spouse or dependents do not have social security number and you have to claim them on your tax return. 

16. Do I have to get the ITIN before starting my tax return preparation?
No. The ITIN application has to go with your return. It cannot be sent separately. You just have to give us the information required to prepare the ITIN application (See Pt. 17) and we will take care of it.

17. What will I need to apply for the ITIN for my spouse or dependent? What do I have to send you for preparing the ITIN application?

You will have to take the entire copy of their passport including the cover page and the blank pages. The photo page has to be notarized and this entire set has to be attached to your tax return. 
In order for us to prepare the ITIN application, we need the photo page, visa page and the I-94 page or the page containing the date of entry into USA. Please do not send the entire copy of passport. 
18. Is there an extra charge for the ITIN application?
No. There is no extra charge it’s included in your tax return preparation fees.
19. What to do when I receive IRS or State Notice?

Please fax us your notice as soon as you received at 248-626-2800 or e-mail it to us at tax@hpatelcpa.com.  We preferred that you send your contact number and e-mail address with the notice.  We will review your notice within 3 to 5 business days.  Notice reply would be considered as a separate engagement and the charges will depend upon subject matter of the notice and the time it takes to reply.  We will need your direct debit authorization form before we start replying your notice.

20. Record keeping for IRS.
You should maintain supporting documents and cancelled checks for all deduction claimed in the tax return for at least 3 year from the due date of the tax return






Completely Professional Assistance!!                  			  We Make Accounting Less Taxing!!








Terms & Conditions:





We don’t need proof of any expenses; the same should be maintained by the client if questioned by IRS/State. Please provide us the total expenses on each category.


We don’t provide any quotes. The client agrees to pay HP & Associates P.C the minimum tax preparation fees of $75. After receiving the tax return for your review and approval, if you decide note to file through us, you are required to pay the minimum tax preparation fees of $75. We accept payments by Cash, Checks or Money orders.


Payment is due within 30 days of filing of your tax return. In case the payment is past due, you are authorizing HP & Associates P.C to withdraw the tax preparation fees from your bank account provided to us.





               


                This box must be checked to accept the above terms & conditions for preparation of the tax return. 














_1325068787.xls
Sheet1

		BUSINESS INCOME AND EXPENSE WORKSHEET

								Amount

		Nature of Business:

		Revenues

				Sales (1099-Misc amount)

		Total Revenue

		Expenses

				Cost of good sold (Purchases)

				Accounting expenses

				Advertising

				Automobilr and truck expenses

				Bank charges

				Cleaning expenses

				Commission

				Computer

				Consulting

				Delivery

				Dues and Subscriptions

				Education and Training

				Equipment rental

				Gifts

				Independent contractor payment

				Insurance

						Building and Equipment

						Liability

						Workers Compensation

						Other Insurance

				Interest

						Mortgage

						Other

				Internet

				Legal and Professional fees

				Marketing

				Meals and Entertainment

				Miscelleanous expenses

				Office expenses

				Outside services

				Parking fees and tolls

				Pension & profit-sharing

				Permits and fees

				Postage and shipping

				Printing

				Recruting

				Rent/Lease

						Vehicles, Machinery and Equipment

						Other business property

				Repairs and Maintenance

				Salary

				Salary to Owners

				Security

				Software

				Supplies

				Taxes and Licenses

				Telephone

				Tools

				Travel

				Utilities

				Other

		Total Expenses





Sheet2

		





Sheet3

		






_1326009001.xls
Summary

		Tax Payer
/Spouse
/Joint
(Put first letter only) (Eg. T)		Federal(F)		State
(Eg. MI)		City
(Eg. DT)		Number of Shares
&
Name of Company		Purchase 
Date 
mm/dd/yy		Sale 
Date
mm/dd/yy		Sale 
Price		Purchase 
Price		Short
/Long
(Put first 
letter only) 
(Eg. S )

										500 IBM		02/10/07		06/30/09		10960.00		12500.00				This for Example, Remove This

														All sales in 2009

														must be reported.
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Sheet1

		RENTAL INCOME AND EXPENSE WORKSHEET

		Rental Property Address:						Amount

		Rent received

		Expenses

				Advertising

				Automobilr and truck expenses

				Cleaning and Maintenance expenses

				Commission

				Insurance

				Legal and Professional fees

				Management fees

				Interest		Mortgage

						Other

				Repairs

				Supplies

				Taxes

				Utilities

				Other

		Total Expenses





Sheet2

		





Sheet3

		






