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Checklist 

 

We have prepared the following checklist to help you be prepared for your tax interview when you arrive at our 

office.  If all paperwork is completed when you bring your information to us it will save us both time and will 

save you money. 

 

STEP 1:  Sign and date the Engagement Letter 

 

STEP 2:  Sign and date the Consent for USE of Tax Return Information 

 

STEP 3:  Sign and date the Consent for DISCLOSURE of Tax Return Information 

 

STEP 4:  Complete, sign and date the 2017 Tax Year Client Questionnaire (Personal Tax Returns Only) 

 

STEP 5:  If you have business use vehicles complete, sign and date the 2017 Vehicle Mileage report.**  

IRS has the ability to estimate your mileage based on state inspection records. 

 

STEP 6:  Review your 2016 Tax Return to ensure you have gathered all the information necessary to prepare 

your return. 

 

STEP 7:  Bring us or send us all of the above along with all important tax documents:  

W-2s, 1099s, 1098s, K-1s, closing statements related to real estate transactions, general ledgers and other 

documents you think we will need.  Consultations with Charlene are available by appointment.  A staff member 

is available without appointment to meet with you during office hours. 

 

We MUST have all documents signed and all important tax documents before we begin preparing your 

return. 

 

**Mandatory for all clients claiming business use vehicles. 

 

Keep in mind that all returns must be electronically filed and that we must receive payment for our services 

prior to filing your return. 



Charlene E. Wehring, CPA, PLLC 
P. O. Box 26 

Bellville, TX 77418 

Office: 979-865-5959   Fax: 979-865-5955 

ENGAGEMENT LETTER 
 

This letter is to confirm and specify the terms of our engagement with the business entity listed below for the 2017 calendar year or 

fiscal year ended in 2017, and to clarify the nature and extent of the tax services we will provide. 

 

Our engagement is limited to performing the following services: 

1. Prepare the federal and state income returns listed on the attached exhibit.  

2. Prepare any bookkeeping entries we find necessary in connection with preparation of the income tax returns.  

3. Prepare and post any adjusting entries.  

 

This engagement does not cover the preparation of any tax returns not listed on the attached exhibit or financial 

statements, which, if we are to provide, will be covered under a separate engagement letter. 

 

You are responsible for the safeguarding of assets, the proper recording of transactions in the books of accounts, the 

substantial accuracy of the financial records, and the full and accurate disclosure of all relevant facts affecting the 

return(s) to us. You also have final responsibility for the tax return and, therefore, the appropriate officials should review 

the return carefully before an authorized officer signs and files it. 

 

You are responsible for assuming all management responsibilities, and for overseeing any services we provide by 

designating an individual, preferably within senior management, who possesses suitable skill, knowledge, or experience. 

In addition, you are responsible for evaluating the adequacy and results of the services performed and accepting 

responsibility for the results of such services.  

 
If you are a calendar year taxpayer, you agree to provide all documents needed to prepare your return by the following applicable date.  

We reserve the right to assess a rush fee if you fail to meet this deadline: 

 

Partnerships      July 27, 2018 

S Corporations       July 27, 2018 

C Corporations      July 27, 2018 

 

We may provide you with a questionnaire or other document requesting specific information. Completing those forms will 

assist us in making sure you are well served for a reasonable fee. We will not verify the information you give us; however, 

we may ask for additional clarification of some information. 

 

If, during our work, we discover information that affects prior-year tax returns, we will make you aware of the facts. 

However, we cannot be responsible for identifying all items that may affect prior-year returns. If you become aware of 

such information during the year, please contact us to discuss the best resolution of the issue. We will be happy to prepare 

appropriate amended returns as a separate engagement. 

 

Our work in connection with the preparation of the tax return(s) does not include any procedures designed to discover 

defalcations or other irregularities, should any exist. The returns will be prepared solely from information provided to us 

without verification by us. 

 

The firm may from time to time, and depending on the circumstances, use third-party service providers to assist in 

preparing your return, but these preparers will not make substantive decisions concerning your return. We may share your 

tax return information with these service providers, but remain committed to maintaining the confidentiality and security 

of your information. Accordingly, we maintain internal policies, procedures, and safeguards to protect the confidentiality 

of your personal information. In addition, we will secure confidentiality agreements with all service providers to maintain 

the confidentiality of your information and we will take reasonable precautions to determine that they have appropriate 

procedures in place to prevent the unauthorized release of your confidential information to others. In the event that we are 

unable to secure an appropriate confidentiality agreement, you will be asked to provide your consent prior to the sharing 

of your confidential information with the third-party service provider. Furthermore, the firm will remain responsible for 



the work provided by any such third-party service providers. However, we will not disclose any tax return information to 

third parties without your express written consent. 

 

In accordance with federal law, in no case will we disclose your tax return information to any location outside the United 

States, to another tax return preparer outside of our firm for purposes of a second opinion, or to any other third party for 

any purpose other than to prepare your return without first receiving your consent. 

 

The IRS permits you to authorize us to discuss, on a limited basis, aspects of your return for one year after the return's due 

date. Your consent to such a discussion is evidenced by checking a box on the return. Unless you tell us otherwise, we 

will check that box authorizing the IRS to discuss your return with us. 

 

It is our policy to keep records for 7 years. However, we do not keep any of your original records, so we will return those 

to you upon the completion of the engagement. When records are returned to you, it is your responsibility to retain and 

protect the records for possible future use, including potential examination by governmental or regulatory agencies. By 

signing this engagement letter, you acknowledge and agree that upon the expiration of the 7 year period, we are free to 

destroy these records. 

 

Certain communications involving tax advice are privileged and not subject to disclosure to the IRS. By disclosing the 

contents of those communications to anyone, or by turning over information about those communications to the 

government, you, your employees, or agents may be waiving this privilege. To protect this right to privileged 

communication, please consult with us or your attorney prior to disclosing any information about our tax advice. Should 

you decide that it is appropriate for us to disclose any potentially privileged communication, you agree to provide us with 

written, advance authority to make that disclosure. 

 

Should we receive any request for the disclosure of privileged information from any third party, including a subpoena or 

IRS summons, we will notify you. In the event you direct us not to make the disclosure, you agree to hold us harmless 

from any expenses incurred in defending the privilege, including, by way of illustration only, our attorney's fees, court 

costs, outside adviser's costs, or penalties or fines imposed as a result of your asserting the privilege or your direction to us 

to assert the privilege. 

 

The return(s) may be selected for review by the taxing authorities. In the event of an audit, you may be requested to 

produce documents, records, or other evidence to substantiate the items of income and deduction shown on a tax return. 

Any proposed adjustments by the examining agent are subject to certain rights of appeal. In the event of a tax 

examination, we will be available, upon request, to represent you. However, such additional services are not included in 

the fees for the preparation of the tax return(s). 
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 due and payable upon presentation. 

 

We have the right to withdraw from this engagement if you do not provide us with any information we request in a timely 

manner, refuse to cooperate with our reasonable requests, or misrepresent any facts. Our withdrawal will release us from 

any obligation to complete your return and will constitute completion of our engagement. You agree to compensate us for 

our time and out-of-pocket expenses through the date of our withdrawal. 

 

If the foregoing correctly sets forth your understanding of our tax engagement, please sign this letter in the space below 

and return it to our office. If you disagree with any of these terms, please notify us immediately. 
 

We want to express our appreciation for this opportunity to work with you. 

    

 

Very truly yours, 

 

Charlene E. Wehring, CPA, PLLC 

   

   

Signature: ____________________________________________________  Date: __________________ 

 

 

Printed Name: ________________________________________________________________________ 



Charlene E. Wehring, CPA, PLLC 
P. O. Box 26 

Bellville, TX 77418 

Office: 979-865-5959   Fax: 979-865-5955 

 

Consent for USE of Tax Return Information 
 

Federal law requires this consent form be provided to you.  Unless authorized by law, we cannot use your tax return information for 

purposes other than the preparation and filing of your tax return without your consent. 

 

You are not required to complete this form to engage our tax return preparation services.  If we obtain your signature on this form by 

conditioning our tax return preparation services on your consent, your consent will not be valid.  Your consent is valid for the amount 

of time that you specify.  If you do not specify the duration of your consent, your consent is valid for three years from the date of 

signature. 

 

Consent 
 

I/We authorize Charlene E. Wehring, CPA, PLLC ("Preparer") to use all of my Tax Return Information, which includes but may not 

be limited to, all communications with Preparer and any information Preparer derives or generates from Tax Return Information in 

connection with my 2017 Tax Return(s) ("Tax Return Information")  for the purpose of providing me with information pertaining to 

various financial services and products, which may include, but are not limited to, financial planning, investment advice and 

investment products (e.g., stocks, bonds, mutual funds, insurance and annuities).  

 

I understand that Preparer is affiliated with H.D. Vest Investment Services
sm

, a registered broker-dealer, as an independent contractor 

solely for the purpose of offering financial products and services.  

 

I understand that Preparer may use all of my Tax Return Information in connection with his/her affiliation with (a) H.D. Vest 

Investment Services
sm

; (b) H.D. Vest Advisory Services
sm

, a registered investment adviser; or (c) affiliates of those entities 

(collectively, "HD Vest"), all of which are headquartered at 6333 N. State Highway 161, Fourth Floor, Irving, Texas 75038. HD Vest 

does not offer, provide or supervise tax advice or tax preparation services, and any services provided by HD Vest will be pursuant to a 

written agreement directly with the relevant HD Vest entity. 

 

I understand that Charlene E. Wehring, CPA, PLLC is not a registered broker-dealer or a registered investment adviser. 

 

I acknowledge that if I make an investment through HD Vest that Preparer will receive a part of any management fees, commissions, 

or other fees paid on investments I make.  I understand that I am under no obligation whatsoever to follow any recommendations 

made or to purchase any other products or services offered by or through Preparer. 

 

I understand that the Tax Return Information may not be disclosed or used by Preparer for any purpose other than as permitted by this 

consent document. 

 



Unless otherwise specified below, the duration of this consent is three years from the date of signature.  

 

If I prefer a more limited duration, I will specify the duration of my consent here: I specify the duration of the above consent to be 

_________ years from the date of signature. 

 

 

 

_______________________________________________ Date____________________ 

Signature       

 

 

_______________________________________________________________________ 

Printed Name  

 

 

_______________________________________________________________________ 

Title    

 

 

If you believe your tax return information has been disclosed or used improperly in a manner unauthorized by law or without your 

permission, you may contact the Treasury Inspector General for Tax Administration (TIGTA) by telephone at 1-800-366-4484, or by 

email at complaints@tigta.treas.gov. 

 

 

 

 

 

TAXPAYER ACKNOWLEDGEMENT 

 

By not signing above, I have not authorized Charlene E. Wehring, CPA, PLLC to use my tax return information for any purpose other 

than the preparation of my tax return(s) for year 2017. 

 

I understand that this prevents Charlene E. Wehring, CPA, PLLC and Wehring Wealth Management from performing any business or 

financial planning services on my behalf. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:complaints@tigta.treas.gov


Charlene E. Wehring, CPA, PLLC 
P. O. Box 26 

Bellville, TX 77418 

Office: 979-865-5959   Fax: 979-865-5955 

 

Consent for DISCLOSURE of Tax Return Information 
 

Federal law requires this consent form be provided to you. Unless authorized by law, we cannot disclose your tax return information 

to third parties for purposes other than the preparation and filing of your tax return without your consent. If you consent to the 

disclosure of your tax return information, Federal law may not protect your tax return information from further use or distribution. 

 

You are not required to complete this form to engage our tax preparation services. If we obtain your signature on this form by 

conditioning our services on your consent, your consent will not be valid. If you agree to the disclosure of your tax return information, 

your consent is valid for the amount of time that you specify. If you do not specify the duration of your consent, your consent is valid 

for three years from the date of signature. 

 

Consent 

 

I/We authorize Charlene E. Wehring, CPA, PLLC ("Preparer") to disclose all of my Tax Return Information, which includes but may 

not be limited to, all communications with Preparer and any information Preparer derives or generates from Tax Return Information in 

connection with my 2017 Tax Return(s) ("Tax Return Information") to:  (a) H.D. Vest Investment Services
sm

, a registered broker-

dealer; (b) H.D. Vest Advisory Services
sm

, a registered investment adviser; and (c) affiliates of those entities (collectively, "HD 

Vest"), all of which are headquartered at 6333 N. State Highway 161, Fourth Floor, Irving, Texas 75038. I acknowledge that I may 

request a more limited disclosure of Tax Return Information. 

 

I understand that Charlene E. Wehring, CPA, PLLC is not a registered broker-dealer or a registered investment adviser. 

 

I understand that Preparer is affiliated with HD Vest as an independent contractor solely for the purpose of offering financial products 

and services.  HD Vest does not offer, provide or supervise tax advice or tax preparation services, and any services provided by HD 

Vest will be pursuant to a written agreement directly with the relevant HD Vest entity. 

 

I acknowledge that if I make an investment through HD Vest that Preparer will receive a part of any management fees, commissions, 

or other fees paid on investments I make.  I understand that I am under no obligation whatsoever to follow any recommendations 

made or to purchase any other products or services offered by or through Preparer. 

 

I understand that the Tax Return Information may not be disclosed or used by Preparer for any purpose other than as permitted by this 

consent document. 

Purposes 
1. This consent allows Preparer to disclose my Tax Return Information to HD Vest for the purpose of providing me 

with information pertaining to various financial services and products, which may include, but are not limited to, financial planning, 

investment advice and investment products (e.g., stocks, bonds, mutual funds, insurance and annuities).  Without limiting the 

foregoing, this consent allows Preparer to download my Tax Return Information into financial planning or other software or systems 

owned or operated by Preparer or HD Vest for the purpose of assessing my financial situation or providing me with potential 

investment recommendations, whether or not I open an account or purchase any products or services through HD Vest, and whether or 

not such recommendations are actually made.   

 

2. HD Vest may capture, retain, and review my electronic communications with Preparer or other people affiliated 

with Charlene E. Wehring, CPA, PLLC.  These communications may include email and attachments which contain Tax Return 

Information.  HD Vest will protect the confidential nature of this information by disclosing it only in response to the lawful requests of 

United States federal or state agencies, or otherwise as required by law. 

 

3. I understand that HD Vest and its authorized third party vendors will retain and store my Tax Return Information in 

hard copy and/or electronically as required by applicable regulations, or longer as determined in the sole discretion of HD Vest. 

 

4. This consent also allows Preparer to disclose my name, mailing address, and/or email address to Reminder Media 

and FMG Suite for the purpose of bulk mailing and/or emailing of      Charlene E. Wehring, CPA, PLLC or Wehring Wealth 

Management periodic personal and business correspondence. 

 

 



Unless otherwise specified below, the duration of this consent is three years from the date of signature.  

 

If I prefer a more limited duration, I will specify the duration of my consent here: I specify the duration of the above consent to be 

______ years from the date of signature. 

 

 

 

__________________________________________________ Date_________________ 

Signature      

 

 

_______________________________________________________________________ 

Printed Name  

 

 

_______________________________________________________________________ 

Title        

 

 

If you believe your tax return information has been disclosed or used improperly in a manner unauthorized by law or without your 

permission, you may contact the Treasury Inspector General for Tax Administration (TIGTA) by telephone at 1-800-366-4484, or by 

email at complaints@tigta.treas.gov. 



Deadlines 

 

Individual Returns are due April 17, 2018.  In order to meet this deadline, please provide us with all information needed to prepare 

your tax return no later than March 9, 2018. 

 

Partnership and S Corporation calendar year tax returns are due March 15, 2018.  In order to meet this deadline, please provide us 

with all information needed to prepare your tax return no later than  

February 15, 2018. 

 

IF YOU FILE forms 1099 or forms W2 for employees, the forms must be electronically filed by January 31, 2018.  In order to meet 

this deadline, please provide us with the 1099 and/or W2 data as soon as possible, but no later than January 25, 2018. 

 

 

 All Information is Needed by For Completion By 

Forms W-2 Thursday, January 25, 2018 Wednesday, January 31, 2018 

Forms 1099 Thursday, January 25, 2018 Wednesday, January 31, 2018 

Individuals 
Friday, March 9, 2018 Tuesday, April 17, 2018 

Friday, August 25, 2018* Monday, October 15, 2018 

Partnerships & S Corporations 
Thursday, February 15, 2018 Thursday, March 15, 2018 

Friday, July 27, 2018** Monday, September 17, 2018 

C Corporations 
Friday, March 9, 2018 Tuesday, April 17, 2018 

Friday, July 27, 2018** Monday, September 17, 2018 
*   To avoid a $200 Rush Fee 

** To avoid a $250 Rush Fee 
 

 

 



CHARLENE E. WEHRING, CPA, PLLC 

P.O. BOX 26 

BELLVILLE, TX 77418 

979-865-5960 Fax 979-865-5955 

 

 

INFORMATION RETURNS 

FORMS 1099 AND 1098 

 

The IRS requires individuals engaged in a business or in farming to issue a Form 1099 to recipients 
(other than corporations) to whom they paid $600 or more for services, labor or rent.  Additionally, if 
any individual receives interest from a seller-financed mortgage in any amount, that individual is 
required to furnish the payer with a Form 1098.  Forms 1099 for payments made during 2017 are to 
be furnished to recipients by February 1, 2018. 
 
A copy of these Forms 1099 must also be filed with the Internal Revenue Service. The due date for 
filing these forms electronically with IRS is January 31, 2018.   
 
Please review your 2017 tax information to see if you are required to file any Forms 1099.  The 
penalties for failing to file these forms substantially increased beginning in 2016.  The penalty for 
“intentional disregard” of filing these information reports is the greater of $530 per payee, or 10% of 
the amount reported on the forms.   
 
In order to facilitate timely and accurate reporting, we suggest you print Form W-9, located at 
https://www.irs.gov/pub/irs-pdf/fw9.pdf, which you can distribute to those whom you paid $600 or 
more.  This form requests the payee’s reporting information – name, address and Federal ID Number.  
You may forward the completed Forms W-9 to us, along with the amounts you paid to each person or 
entity.  We will prepare and issue these forms for you. 
 

This information needs to be provided to us as early as possible, but 
no later than January 25, 2018.  Please be advised that we cannot 
deduct such payments if Forms 1099 were not filed with the IRS and 
provided to the payee. 
 
If you have any questions, please contact Becky, Brandi, Kristie, or Wanda. 
 
 
Charlene E. Wehring, CPA 

https://www.irs.gov/pub/irs-pdf/fw9.pdf


CHARLENE E. WEHRING, CPA, PLLC 

P.O. BOX 26 

BELLVILLE, TX 77418 

979-865-5961 Fax 979-865-5955 

 

INFORMATION FOR TAXPAYERS WITH TRAVEL AND ENTERTAINMENT EXPENSES 

If you plan to deduct travel, entertainment, gift, or transportation expenses, you are required to maintain written 

records to substantiate the expense.  In fact, the tax law does not allow you to deduct these expenses unless you 

maintain adequate written evidence to support your deductions. 

Receipts, cancelled checks, or credit card statements alone are not sufficient to prove your deduction for travel, 

entertainment, gift, or transportation expenses.  In addition to these records, you must also maintain records to allow 

us to determine your correct deduction for these items, and ultimately be able to prove the expenses to the IRS.   

Adequate written evidence of these expenditures is generally accomplished by utilizing a log book, calendar, or 

notebook, and making the required entries at the time of the expenditure.  The type of information you need to include 

in your written records varies based upon the type of expense and is summarized below. 

 Travel Expenses:  To deduct travel expenses, you must maintain written records to include the following 

information: 

o Cost:  You should maintain receipts to verify the cost of each separate expense for travel, lodging, and 

meals.  

o Dates:  Your log should include the dates you left and returned for each trip and number of days spent 

on business. 

o Place or Description:  Your log should include your business destination (name of city, town, or other 

destination). 

o Business Purpose:  Include the business purpose for the expense or the business benefit gained or 

expected to be gained.  

 

 Meal and Entertainment Expenses:  

 

For decades, businesses have been able to deduct 50% of the cost of entertainment directly related to or 

associated with the active conduct of a business. For example, if you take a client to a nightclub after a 

business meeting, you can deduct 50% of the cost if strict substantiation requirements are met. But under 

new law, for amounts paid or incurred after Dec. 31, 2017, there's no deduction for such expenses.  

 

To deduct entertainment expenses on your 2017 tax return, you must maintain written records to include 

the following: 

 

o Cost:  You should maintain receipts to verify the cost of each separate entertainment expense. 

o Date:  You should maintain a log to include the date of each entertainment occurrence. 

o Place or Description:  Your log should include the name and address or location of the entertainment. 

The type of entertainment must also be documented unless this information is apparent from other 

records.   

o Business Purpose:  The business purpose for the expense or the business benefit gained or expected 

to be gained, and the nature of the business discussion or activity must be included in your written 

records.  If the entertainment was directly before or after a business discussion, you should include the 

date, place, nature, and duration of the business discussion, and the identities of the persons who took 

part in both the business discussion and the entertainment activity.  



o Business Relationship of the Person(s) Entertained:  Your log should also include the occupations or 

other information (such as names, titles, or other designations) about the recipients that shows their 

business relationship to you.   

 

 

 Gift Expenses:  You must maintain written records to include the following information: 

o Cost:  You should maintain receipts to verify your cost for each gift. 

o Date:  You should maintain records to include the date of the gift. 

o Description:  A description of the gift should be included in your written records. 

o Business Purpose:  The business purpose for each gift or the business benefit gained or expected to 

be gained must be included in your written records. 

o Business Relationship:  Your written records should include the name of each individual recipient of 

each gift, as well as that person’s occupation or other information (such as title or other designation) 

that shows the recipient’s business relationship to you.   

 

 Vehicle Expenses:  You must maintain written evidence to include the following information: 

o Cost:  You must maintain receipts to verify the cost of each separate expense, including the cost of the 

car and any improvements.   

o Date:  Your written records should include the date of each individual business use of the vehicle. 

o Description:  Your written records should include the date you started using the vehicle for business, 

the mileage for each business trip, and the total miles for the year.  You should document your point of 

departure as well as all business and personal stops along your route. 

o Business Purpose:  You must document the business purpose for each business trip along your 

route.  

 

The law does not allow the use of estimates when deducting travel, entertainment, gift, or transportation expenses.  

Further, the law does not allow you to take a deduction for travel, entertainment, gift, or vehicle expenses unless 

you maintain adequate written records.  Therefore, in order to ensure that you can deduct all of the expenses to 

which you are entitled, it is imperative that you maintain records as described above at the time that each expense 

is incurred. 

If you have any questions or we can assist you please contact us. 

Charlene E. Wehring, CPA 



Total Business Miles
Driven During
the Year

Total Commuting Miles
Driven During
the Year

Total Personal Miles
Driven During
the Year

Total Miles Driven
Driven During
the Year

Yes No Yes No Yes No Yes No
Was the Vehicle Available
for Personal Use During
Off-Duty Hours

Was the Vehicle Used 
Primarily By a More Than
5% Owner or Related
Person

Is Another Vehicle
Available for Personal Use

Do You Have Written
Evidence to Support
Business Use *

*If you do not have written evidence of business use (ie. mileage log) you may not
deduct auto expenses.  Do not round mileage.

I certify that this information is complete and correct to the best of my knowledge.

Signature and Date

Model Model Model Model

2017 Vehicle Mileage

Vehicle #1 Vehicle #2 Vehicle #3 Vehicle #4
Yr, Make Yr, Make Yr, Make Yr, Make

 


