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We are pleased to confirm our understanding of the arrangements for your income tax returns.  This letter confirms the services we will 
perform and the terms under which we have agreed to complete those services.  Please read this letter carefully because it is important 
that you understand what you can and cannot expect from us.  The Internal Revenue Service imposes penalties on taxpayers, and on us as 
return preparers, for failure to observe due care in reporting for income tax returns.  In order to ensure an understanding of our mutual 
responsibilities, we ask all clients for whom we prepare tax returns to confirm the following arrangements.  

We will prepare your 2020 federal and resident state income tax returns from information which you will furnish to us.  We are not 
responsible for the preparation of returns for other states.  If you have activity in a state other than your state of residency, you are 
responsible for providing all necessary information required to prepare any additional state or local income tax returns.  If you have 
income tax filing requirements in a given state, but do not file that return, there could be penalties as well as an unlimited statute of 
limitations.  We will not audit, review, compile or otherwise verify the data you submit, although we may need to ask you for 
clarification on some of the information.  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 we find necessary for preparation of the income tax returns.

We will prepare the above-referenced 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 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 are responsible for any foreign country income tax or other foreign country reporting requirements.  If you hold any interest or 
signature authority in any assets located in a foreign country, the IRS requires that you disclose this.  Failure to file required forms can 
result in the imposition of both civil and criminal penalties, which can be significant.  Without your notification of such foreign 
interests, we will assume that you do not have any amounts held outside of the United States.

We have provided you with an income tax organizer and questionnaire to help you compile and document the information necessary to 
prepare your income tax returns.  We rely upon the accuracy and completeness of the information you provide in the organizer, 
questionnaire and other supporting data you provide.  We will rely, without further verification, upon information you provide to us from 
third parties, including but not limited to, W-2's, K-1's, 1095's, 1099's, 1098's, receipts and similar items.

You are responsible for maintaining adequate documentation to substantiate the accuracy and completeness of your tax returns.  You 
should retain all documents that provide evidence and support for reported income, credits, and deductions on your returns, as required 
under applicable tax laws and regulations.  You represent that you have such documentation and can produce it, if necessary, to respond 
to any audit or inquiry by tax authorities.  You agree to hold our firm harmless from any liability including but not limited to, additional 
tax, penalties, interest and professional fees resulting from the disallowance of tax deductions due to inadequate documentation. 

You have the final responsibility for the accuracy of your tax returns.  We will provide you with a copy of your electronic tax returns 
and accompanying schedules and statements for review prior to filing with the IRS and state and local authorities, as applicable.  You 
agree to review and examine them for accuracy and completeness before authorizing us to electronically file them or, if required, signing 
and mailing them to the tax authorities.

It is our policy to keep records related to this engagement for four years, after which they are destroyed.  We do not keep any original 
client records, so we will return those to you when the preparation of the income tax returns is completed.  When records are returned to 
you, it is your responsibility to retain and protect your records for possible future use, including potential examination by any government 
or regulatory agencies.

We will use our 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.  We will adopt whatever position you request on your 
return so long as it is consistent with the codes, regulations, and interpretations that have been promulgated.  If the Internal Revenue 
Service should later contest the position taken, there may be an assessment of additional tax plus interest and penalties.  We assume no 
liability for any such additional penalties or assessments.
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We will not respond to any request from banks, mortgage brokers or others for verification of any information reported on these tax 
returns or verification of income, employment or tax filing status without your specific, written authorization.  Please expect to provide 
written authorization (specific to each request) before we can release any of your confidential information.

If we are asked to disclose any privileged communication, unless we are required to disclose the communication by law, we will not 
provide such disclosure until you have had an opportunity to argue that the communication is privileged.  You agree to pay any and all 
reasonable expenses that we incur, including legal fees, that are a result of attempts to protect any communication as privileged.  In 
addition, your confidentiality privilege can be inadvertently waived if you discuss the contents of any privileged communication with a 
third party, such as a lending institution, a friend, or a business associate. We recommend that you contact us before releasing any 
privileged information to a third party.

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, misrepresent any facts, or fail to pay our fees on a timely basis for 
services rendered.  Our withdrawal will release us from any obligation to complete your return and will constitute completion of our 
engagement.  You agree to compensate us through the date of our withdrawal.

Our fees are based on the level and value of services rendered and are payable upon delivery of the return(s) unless other arrangements 
are agreed to in advance.  If your children are required to file a return, those returns will be billed separately.  Our fees do not include 
responding to inquiries from taxing authorities.  In the event your return is chosen for examination by the taxing authorities, you may be 
requested to produce documents, records, or other evidence to substantiate the items of income and deductions shown on your tax return.  
If an examination occurs, we will represent you if you so desire; however, these additional services are not included in our fee for 
preparation of your returns.

Our services will conclude upon delivery of the completed income tax returns discussed above or upon our suspension of services or 
resignation from the engagement.  

To acknowledge your agreement with and acceptance of your responsibilities and the terms of this engagement, please sign and date this 
letter in the space provided and return it to our office.  It is our policy to initiate tax preparation services only after we receive a signed 
engagement letter.  We will not prepare your tax returns until we have received this engagement letter signed by you and your 
spouse, if applicable.

We appreciate this opportunity to serve you.  If you have any questions, please do not hesitate to call.

Sincerely,

Thomas W. Daniels & Co., P.C.

Taxpayer  ________________________________________________            Date_____________________

Spouse      ________________________________________________            Date_____________________

In connection with this engagement, we may communicate with you or others via email transmission.  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 for interception or unintentional disclosure of emails transmitted by us in connection with the performance of this 
engagement. 

If the tax returns prepared in connection with this engagement are filed using the married filing jointly filing status, both spouses are 
deemed to be clients of the firm under the terms of this agreement.  Both individuals acknowledge that there is no expectation of privacy 
from the other concerning our services.  We are at liberty to share with either of you, without prior consent of the other, documents and 
other information concerning the preparation of your tax returns.

The undersigned accepts the terms of this engagement letter:
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