
 

 
 
 

Client Engagement Letter - Form 1040 - Tax Year 2023 

Sarah M Kitchen, EA Inc. is pleased to provide you with the professional services described below. This letter confirms our 
understanding of the terms and objectives of our engagement and the nature and limitations of the services we will 
provide. The engagement between you and our firm will be governed by the terms of this Agreement. By signing and 
dating this letter, you agree that you clearly understand the following. 
 

Engagement Objective and Scope 
 We will prepare your Federal Form 1040 Individual Income Tax Return and any related State income tax returns, if 
applicable, for the tax year 2023. We will not prepare any tax returns other than those identified above, without your 
written request, and our written consent to do so. We will rely upon the completeness and accuracy of the information 
and representations you provide to us to prepare your tax returns. We have not been engaged to and will not prepare 
financial statements. We will not audit or otherwise verify the data you submit to us, although we may ask you to clarify 
certain information. 
 We will prepare the above-referenced tax returns solely for filing with the Internal Revenue Service (“IRS”) and 
applicable state and local tax authorities. Our work is not intended to benefit or influence any third party, either to obtain 
credit or for any other purpose.  
 You agree to indemnify and hold us harmless from any and all claims arising from the use of the tax returns for any 
purpose other than complying with your tax filling obligations regardless of the nature of the claim, including the 
negligence of any party.  
 Our engagement does not include any procedures designed to detect errors, fraud, theft, or other wrongdoing. 
Therefore, our engagement cannot be relied upon to disclose such matters. In addition, we are not responsible for 
identifying or communicating deficiencies in your internal controls. You are responsible for developing and implementing 
internal controls applicable to your operations. 
      Assisting you with your compliance with the Corporate Transparency Act (“CTA”), including beneficial ownership 
information (“BOI”) reporting, is not within the scope of this engagement. You have sole responsibility for your compliance 
with the CTA, including its BOI reporting requirements and the collection of relevant ownership information. We shall 
have no liability resulting from your failure to comply with CTA. Information regarding the BOI reporting requirements can 
be found at https://www.fincen.gov/boi. Consider consulting with legal counsel if you have questions regarding the 
applicability of the CTA’s reporting requirements and issues surrounding the collection of relevant ownership information.  

You may request that we perform additional services not contemplated in this engagement letter. If this occurs, we 
will communicate with you regarding the scope and estimated cost of these additional services. Engagements for 
additional services may necessitate that we amend the Agreement or issue a separate agreement to reflect the obligations 
of all parties. In the absence of any other written communications from us documenting additional services, our services 
will be limited to and governed by the terms of this Agreement. 

This engagement is limited to the professional services outlined above. 
 

 
 



 

Firm Responsibilities 
 Unless otherwise noted, we will perform our services in accordance with the U.S. Treasury Department Circular 230 
(“Circular 230”) and the Internal Revenue Coe, Treasury Regulations and any applicable state/local codes. It is our duty to 
perform services with the same standard of care that a reasonable tax return preparer would exercise in this type of 
engagement. It is your responsibility to safeguard your assets and maintain accurate records pertaining to transactions. 
We will not hold your property in trust for you, or otherwise accept fiduciary duties in the performance of the engagement. 
We will prepare your tax returns based upon your filing status (single, married filing jointly, married filing separately, head 
of household or qualifying widow[er] with dependent child) as reflected in your income tax returns for last year. If your 
filing status has changed, you wish to change your filing status, or you have questions about your filing status, please 
contact us immediately. 
 Sarah Kitchen EA, Inc., in its sole professional judgment, reserves the right to refuse to take any action that could be 
construed as making management decisions or performing management functions on your behalf. 
 Arguable positions: We will use our professional judgment to resolve questions in your favor where a tax law is 
unclear, provided that we have a reasonable belief that there is substantial authority 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 tax reference materials. Tax reference materials 
include, but are not limited to, the Internal Revenue Code (“IRC”), tax regulations, Revenue Rulings, Revenue Procedures, 
Private Letter Rulings, court cases, and similar state and local guidance. If the IRS, state or local tax authorities later contest 
the position you select, 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. 
 Confidentiality between spouses: 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 spouses acknowledge that there is no expectation of privacy from the other concerning our services in connection 
with this Agreement. 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. 
 Estimated tax payments: You may be required to make quarterly estimated tax payments. We will calculate these 
payments for the 2024 tax year based upon the information you provide to prepare your 2023 tax returns (the “safe 
harbor” rule). Updating recommended payments to more closely reflect your actual current year’s income is not within 
the scope of this engagement. If you would like us to provide this service, and we agree to do so, we will confirm this 
update in a separate agreement. 
 IRS or State notices: This engagement does not include responding to inquiries by any governmental agency or tax 
authority. If your tax return is selected for examination or audit, you may request our assistance in responding to such an 
inquiry. If you ask us to represent you, and we agree to represent you, we will confirm this engagement in a separate 
agreement, and it will result in additional fees. Without a signed power of attorney, we are not aware of any notices you 
receive, and we cannot respond on your behalf. 
 Third-party requests: We will not respond to any request from banks, mortgage brokers or others for verification of 
any information reported on these tax returns. We do not communicate with third parties or provide them with copies of 
tax returns. 

 
Client Responsibilities 

You acknowledge and agree that your failure to comply with the responsibilities enumerated in this section may 
result in economic or other loss to you, such as disallowance of tax deductions or credits claimed, additional tax, 
penalties or interest assessed against you, or loss of administrative rights. You agree to accept responsibility for any 
consequences of your failure to fulfill your responsibilities. 



 

 We will provide you with an income tax organizer to help you compile and document the information necessary to 
prepare your income tax returns. You must complete the income tax organizer with accurate and complete information. 
Income from all sources, including those outside the U.S., is required. 

Documentation: 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, deductions, and other information 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. 
 Personal expenses: 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 documentation 
and 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. 

State and local filing obligations: You are responsible for fulfilling your filing obligations with any state or local tax 
authorities, including but not limited to, income, franchise, sales, use, and property taxes or abandoned and unclaimed 
property. The preparation of any state or local tax return not listed above is not within the scope of our engagement. 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. You will be responsible for tax due and penalties 
associated with the failure to file or untimely filing of any form for which we were not engaged to prepare. 
 U.S. filing obligations related to foreign investments: Based on the information you provide, you may have additional 
filing obligations relating to foreign assets, which may include FinCEN Form 114, Report of Foreign Bank and Financial 
Accounts ("FBAR"). The FBAR is not a tax return, and its preparation is not within the scope of this engagement. If you ask 
us to prepare the FBAR, and we agree to prepare the FBAR, we will confirm this engagement in a separate communication. 
 Failure to timely file the required forms may result in substantial civil and/or criminal penalties. By your signature 
below, you agree to provide us with complete and accurate information regarding any foreign investments in which you 
have a direct or indirect interest, or over which you have signature authority, during the above referenced tax year. We 
assume no liability for penalties associated with the failure to file or untimely filing of any of these forms. 

Virtual currency: The IRS considers virtual currency (e.g., Bitcoin) as property for U.S. federal income tax purposes. 
As such, any transactions in, or transactions that use, virtual currency are subject to the same general tax principles that 
apply to other property transactions. 
 If you had virtual currency activity during the tax year, you may be subject to tax consequences associated with such 
transactions and may have additional reporting obligations. You agree to provide us with complete and accurate 
information regarding any transactions in, or transactions that have used, virtual currency during the applicable tax year. 
 Ultimate responsibility: You have 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, 
state, and local tax authorities, as applicable. You agree to review and examine them carefully for accuracy and 
completeness. 
 You will be required to verify and sign a completed Form 8879, IRS e-file Signature Authorization, and any similar 
state and local equivalent authorization form before your returns can be filed electronically. 
 In the event that you do not wish to have your tax returns filed electronically, please contact our firm. Additional 
procedures will apply. You will be responsible for reviewing the paper returns for accuracy, signing them, and filing them 
timely with the tax authorities. You should mail paper returns using certified mail with return receipt. 
 

 
 



 

Extensions of Time to File Tax Returns 
 The original filing due date for your tax return is April 15, 2024 for federal 1040.  Due to the high volume of tax 
returns prepared by our firm, you must provide the information needed to prepare the tax returns no later than March 
18, 2024. It may become necessary to apply for an extension of the filing deadline if there are unresolved issues or delays 
in processing, or if we do not receive all the necessary information from you on a timely basis. Applying for an extension 
of time to file may extend the time available for a government agency to undertake an audit of your return or may extend 
the statute of limitations to file a legal action. All taxes owed are due by the original filing due date. Additionally, extensions 
may affect your liability for penalties and interest or compliance with governmental or other deadlines. 
 To the extent you wish to engage our firm to apply for extensions of time to file tax returns on your behalf, you must 
notify us of this request in writing. Our firm will not file these applications unless we receive an executed copy of this 
Agreement and your express written authorization to file for an extension. In some cases, your signature may be required 
on such applications prior to filing. Failure to timely request an extension of time to file can result in penalties for failure 
to file tax returns, which accrue from the original due date of the returns and can be substantial. 

Penalties and Interest: Federal, state, and local tax authorities impose various penalties and interest charges for non-
compliance with tax laws and regulations, including failure to file or late filing of returns, and underpayment of taxes. You, 
as the taxpayer, remain responsible for the payment of all tax, penalties, and interest charges imposed by tax authorities. 

Professional Fees: We will provide you with an invoice upon completion of your tax return. Unless other 
arrangements have been made in advance, we will require full payment of preparation fees prior to releasing the 
completed tax returns. We do not release incomplete tax returns. 

Privacy Notice: All information obtained during our engagement will be held confidential. We will not disclose any 
information about you unless we have your approval or are required or permitted by law. This applies even if you are no 
longer a client.          

Record Retention: While it is your responsibility to maintain your own tax records, our company policy is that working 
papers related to this engagement will be retained for five (5) years. Upon the expiration of the five-year period, you agree 
that we are free to destroy such workpapers. 

 We appreciate the opportunity to be of service to you. Please date and execute this Agreement and return it to us to 
acknowledge your acceptance. We will not initiate services until we receive the executed Agreement. 
 
Sincerely yours, 
Sarah M Kitchen EA Inc 
 
THIS UNDERSTANDING IS AGREED UPON AND ACCEPTED BY: 

Taxpayer Name ___________________________ Signature ____________________________ Date _________________ 

Spouse (if joint) ___________________________ Signature ____________________________ Date _________________ 

 

 

Sarah M. Kitchen E.A., Inc. 
917 Shaw Road Puyallup, WA 98372 

Phone: (253) 840-0336 
www.sarahkitchenea.com 


