MARTINEZ TAX & BOOKKEEPING
1057 SARATOGA AVENUE

GROVER BEACH, CA 93433-1721

805-481-2501  -  FAX 805-994-0400
Dear Client:
Thank you for the privilege of allowing us to provide you with your year-round tax services. We are committed to providing you the highest quality of tax preparation and excellent service.
Preparation: We will prepare your individual/business/ entity tax returns for the period(s) you provide us with specific information. We will not audit or otherwise verify the data you submit, although we may ask you to clarify some of it for us. We will render such bookkeeping assistance as we find necessary for the preparation of the income tax returns at an additional charge when necessary to properly prepare the return. 
We will furnish a “Tax Checklist” to help you gather the necessary information. The client agrees to provide us with all the information required to prepare your return representing that the information is accurate and complete to the best of your knowledge. The client is responsible for the proper recording of transactions in the books of accounts, for the safeguarding of assets, and for the substantial accuracy of the financial records. You also represent that the income and expense items you claim on your return(s) are substantiated by proper records and receipts. The client is also responsible for maintaining sufficient documentation to substantiate all items of income and deduction claims, including travel and entertainment expenses. You are ultimately responsible for the accuracy of your return(s) and should review all returns carefully before signing. 
It is recommended that the client provide photocopies of all tax documents to prevent any loss of data. 
If there is an error on the return which results from incorrect information supplied by you, you are responsible for the payment of any additional taxes which would have been properly due on the original return(s), and any interest and penalties charged by the IRS. If we have made an error, other than an error caused by incorrect information you supplied, we will be responsible for payment of the penalties.  
Fees & Payment: Our fees for this work will be based upon the complexity of your tax return(s). If you request an estimate, we will give you a non-binding estimate based upon your representation about the complexity of you tax return(s). Because unforeseen or changed circumstances might affect this original fee estimate, your actual fees may exceed the original fee estimate without notification to you in advance. 
Full payment of your tax preparation fee is required before we will electronically file your return or release the paper return to you. We reserve the right to ask for retainer fees to be paid in advance of work done from new clients and any client with whom we have experienced payment problems. If you have a balance on your account after 30 days, there will be a late fee of 5% added to the second billing and on each monthly statement thereafter. At any time after the second billing, your account may be sent to collections. You will be responsible for any court costs, attorneys' fees and any costs associated with collections.
Privacy: We are committed to the safekeeping of your confidential information and we maintain physical and electronic safeguards to protect your information. We are required to keep all information about our engagement confidential. We will not disclose any information about you unless we have your approval as required by law, even if you are no longer a client. 
Document Retention: It is our policy to retain work papers related to this engagement for 4 years. Upon the expiration of the 4 year period, you agree that we shall be free to destroy our work papers. 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. You should retain the tax records related to the current year's tax returns, including receipts, statements or other supporting documentation for at least seven years after it was filed since any additional assessments are usually made during this period. 
Additional Copies for Client or 3rd Party: One (1) copy of your tax return will be provided to you for your files. Additional copies at the time your return is printed are $10.00 each. Copies at any other time are $50.00 each. There is a $25 fee to email. Extension are $50 and the fee will be applied to your return when prepared. If you need to request that we email, fax or mail a copy of your tax return(s) or any other data about you to another party (i.e. mortgage lender), we will require your permission in writing or via email.  Send the request to Wynell@MartinezTax.Com. 
To agree to the terms listed above please sign below:
__________________

_________________________________     _____________________________
Date



Signature                                                         Signature                           

We want to express our appreciation for this opportunity to work with you.
Sincerely, 
Wynell Martinez
