
2023 Engagement Letter

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.  

We will prepare your 2023 federal income tax return, income tax returns for your state, and local authorities (collectively, the 
“returns”).  This engagement pertains only to the 2023 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. 
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 upon your written request 
to represent you during the examination and/or during any appeal.  Any such representation will be the subject of, and governed by, a 
separate engagement letter.  

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 organizers or questions as needed to guide 
you in gathering the necessary information.  Your use of such forms will assist us in keeping our fee to a minimum.  

You have chosen the professionals of HBW Partners Tax Services LLC to prepare and file your tax return prior to April 15, 2024. In doing 
so, you are personally telling us that you have received and provided us with all your tax information (W2s, 1099s, etc.) and that your 
return is ready to be filed. In the event that you receive additional information after we file your return, this document is your official 
notification that should you request our services in filing the required amended return, we will be charging you an additional fee for 
services rendered. The fee will be charged according to the type and amount of forms needing amendments. By signing this document, 
you are also agreeing to have a professional of HBW Partners Tax Services LLC listed as a Third-Party Designee on your returns. This 
gives the designee permission to speak with the IRS on your behalf. We will not contact the IRS on your behalf without consulting you 
first. 

All clients will be given one electronic PDF copy of their tax return automatically or hard copy at request. Should you need additional 
copies now or at a later date, we will gladly provide them to you. However, there will be a charge of $50 per additional paper return. 
Please note that we can no longer fax any tax documentation without having prior written consent on file in this office. The written 
consent must be given in person in our office.  

The timeliness of your cooperation is essential to our ability to complete this engagement. Specifically, we must receive sufficient 
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, as noted above, by April 1, 2024, it may be necessary for us to pursue an extension of the 
due date of your returns. In the event we file an extension, be aware that it is only an extension of time to file, any balances due from 
the results of the return are subject to interest from the taxing authority. While on extension, if we do not receive information from you 
prior to October 1st, 2024, your return may not be completed by the extension due date of October 15th 2024. We reserve the right to 
suspend our services or withdraw from this engagement.  

We will not audit or otherwise verify the data you submit.  Accordingly, our engagement cannot be relied upon to disclose errors, fraud, 
or other illegal acts that may exist.  However, it may be necessary to ask you for clarification of some of the information you provide, 
and we will inform you of any material errors, fraud or other illegal acts that come to our attention.  

You are responsible for maintaining an adequate and efficient accounting system, for safeguarding assets, for authorizing transactions, 
and for retaining supporting documentation for those transactions, all of which will, among other things, help assure the preparation of 
proper returns.  Furthermore, you are responsible for evaluating the adequacy and results of the services we provide.  

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.  

We may encounter instances where the tax law is unclear, or where there may be conflicts between the taxing authorities’ 
interpretations of the law and other supportable positions.  In those instances, we will outline for you each of the reasonable 
alternative courses of action, including the risks and consequences of each such alternative.  In the end, we will adopt, on your behalf, 
the alternative which you select after having considered the information provided by us.  

Without disclosure in the return itself of the specific position taken on a given issue, we must have a reasonable belief that it is more 
likely than not that the position will be held to be the correct position upon examination by taxing authorities. If we do not believe 
there is a reasonable basis for the position, either the position cannot be taken, or we cannot sign the return.  In order for us to make 
these determinations, we must rely on the accuracy and completeness of the relevant information you provide to us, and, in the event 
we and/or you are assessed penalties due to our reliance on inaccurate, incomplete, or misleading information you supplied to us (with 
or without your knowledge or intent), you will indemnify us, defend us and hold us harmless as to those penalties.  



 

We will also provide you with interim and year-end tax planning services on issues that you specifically bring to our attention, 
including calculation of quarterly estimates, in writing under separate engagement.  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 embodied in a written report or correspondence from us to you, and any 
such writing will supersede any prior oral representations between the parties on the issue.  
 

Our fees for this engagement are not contingent on the results of our services.  Rather, our fees for the preparation of your returns, 
and any representation of your interests during an examination by a taxing authority and/or any subsequent appeal, will be based on 
our standard rates.  However, if we encounter unusual circumstances that would require us to expand the scope of the engagement, 
and/or if we anticipate our fees exceeding the aforementioned range, we will adjust our estimate, and obtain your prior approval 
before continuing with the engagement. Upon receiving your invoice, you agree to pay us within 30 days according to these terms.  
 

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.  
 

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.  
 

To the extent we accumulate any of your original records during the engagement; those documents will be returned to you promptly 
upon completion of the engagement.  The balance of our engagement file, other than a copy of your income tax return, which we will 
provide to you at the conclusion of the engagement, is our property, and we will provide copies of such documents at our discretion 
and if compensated for any time and costs associated with the effort.  
 

If 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. 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 the preparation of your returns.  We will require, however, that any request for 
documents or other information be communicated to us in written form.  You also acknowledge that unless we are notified otherwise 
in advance and in writing, we may construe an instruction from either of you to be an instruction on your joint behalf. By signing this 
engagement letter, you consent to give HBW Partners Tax Services permission to share all tax return information with Pathway 
Financial Design for use in tax planning, investments, insurance, etc. 
 

In the event that we are or may be obligated to pay any cost, settlement, judgment, fine, penalty, or similar award or sanction as a 
result of a claim, investigation, or other proceeding instituted by any third party, and if such obligation is or may be a direct or indirect 
result of any inaccurate, incomplete, or misleading information that you provide to us during the course of this engagement (with or 
without your knowledge or intent), you agree to indemnify us, defend us, and hold us harmless against such obligation.  
This engagement letter is contractual in nature and includes all of the relevant terms that will govern the engagement for which it has 
been prepared.  The terms of this letter supersede any prior oral or written representations or commitments by or between the parties.  
Any material changes or additions to the terms set forth in this letter will only become effective if evidenced by a written amendment 
to this letter, signed by all of the parties.  
 

If, after full consideration and consultation with counsel if so desired, you agree to authorize us to prepare your personal or business 
income tax returns pursuant to the terms set forth above, please execute this letter on the line below designated for your signature, 
and return the original of this executed letter to this office along with a completed copy of the enclosed tax organizer and the 
supporting documentation requested therein.  You should keep a copy of this fully executed letter for your records.  If this firm does not 
receive the fully executed Engagement Letter from you but receives a completed copy of your tax organizer and/or the supporting 
documentation requested therein, then we cannot finalize and/or file in any format, your income tax returns.  If this office receives no 
response from you to this letter, then this office will not provide you with any professional services and will not finalize or file your 
income tax returns until the fully executed Engagement Letter is received by our firm. 
 

Thank you for your attention to this matter. Please contact us with any questions that you may have. 
Here to serve, 
HBW Partners Tax Services LLC      
 

 ACCEPTED AND AGREED: 
 
_________________________________________________   _________________________________________________ 
[Signature of Primary Taxpayer]  [Date]  [Signature of Secondary Taxpayer]  [Date] 


