
We are excited to work with you on your 2016 taxes and - with our newest team members, Barry 
Davis and Kim Tisdel - make this a great filing season!  

In preparation, there are several enclosures that require your attention. 

 A short “yes/no” questionnaire is enclosed.  It must be completed for us to begin work on
your return.  Please sign and send or bring to your appointment.

 The “Checklist of Things to Bring” will aid you in compiling your remaining tax papers.

 The new Valuation Guide for Non-Cash Contributions will help you calculate the value of
donated items.  You are the final judge of an item’s worth, and you must have a receipt
acknowledging all donations.  I would also recommend you review the charitable
donation substantiation requirements available at my website.  Again this year we’re
attaching an Excel spreadsheet to calculate your non-cash donations. If you’d like a copy,
please email Melanie@SLandauServices.com  (*See special notice on the page following
the Valuation Guide for important substantiation requirements.)

 For the Direct Deposit form, please provide a VOID check and write in your account
information.  This bank account can also be used to make balance-due payments and
estimated tax payments if you wish.  Please sign and return.

 The Consent for Use of Tax Return Information and Consent for Disclosure of Tax Return
Information are the next forms that need your attention.  Please sign and return or bring
to your appointment.  (Yes, there are two forms here and they are virtually identical.  Both
are needed to take full advantage of our services.)

 Also enclosed is our Engagement Letter.  It spells out the scope of the work we are
performing for you.  Please sign and return it to me or bring to your appointment.

 “Use Tax” acknowledgement.  Purchases made outside your home state may require the
payment of use tax.  Please sign and return.

 An updated copy of our Pricing and Billing Policies is enclosed for your review.

 Our Privacy Policy.



Once you have your materials ready, please visit our website to schedule your tax appointment.  
Visit www.SLandauServices.com then click the large “Schedule Now” button on the left.  You 
will be redirected to our online calendar.  To speed up the process, returning clients can book a 
“Quick paperwork drop-off with Melanie” appointment.  At this brief visit, Melanie will go over 
your checklist and set your pick-up appointment.  You are also welcome to schedule a longer 
appointment with Steven or Barry.  Just choose “Existing Tax Client Drop Off – Sit Down with 
Steven/Barry” instead. 

For new clients, if we haven’t prepared your taxes before, please choose “New Tax Client – First 
Appointment.”  Of course we welcome your phone calls as well.  Remember: Parking is 
accessible from the alley on NW 56th St.  Please use parking spaces marked “SLS.” 

At your pick-up appointment we will have the opportunity to review your returns and get them 
ready to file.  This is a great time for questions and discussion about the coming year as well.  You 
also have the option of receiving your return by mail or email.  More information about that choice 
will be given after we’ve completed your return. 

Once we receive the signature forms and payment we will electronically file the returns for you 
and you will be done for another year!  (Note that both spouses’ signatures are required to file a 
joint return, but fax and scanning are available options if one of you can’t make the final 
appointment.) 

Thank you again for your business; I look forward to serving you. 

Sincerely, 

Steven Landau 

P.S. If you have been pleased with our services, I appreciate your referral to friends and family.  
Just give them our phone number and have them give us a call.  Be assured that we would never 
share any information of a confidential nature with anyone you would refer to us. 



Checklist of Things to Bring to Your Tax Appointment 
□ Current mailing address, email, phone especially if changed from last year
□ Last year’s tax return (new clients)
□ Driver’s license or passport (copy only if sending) (new clients)
□ Social Security numbers and dates of birth for all dependents (new clients/new dependents)

□ W-2 forms for wages and last paystub of the year (if available)
□ 1099 forms for interest, dividends, retirement, unemployment,

stock/mutual fund sales, gambling and other income 
□ Year-end statements from mutual funds and brokerage accounts
□ IRA year-end statements
□ K-1 forms from partnerships, S corporations, estates and trusts
□ Rental or self-employment income and expenses
□ Purchase and sale information for anything sold during the year (car, eBay, etc.)
□ Closing document/HUD statement from purchase, sale, or refinance of your home
□ Information relating to foreign income and/or foreign bank accounts
□ All other statements of income
□ Medical expenses (if anticipated to exceed 10% of your income, 7.5% if over age 65)
□ 1099-SA from Health Savings Accounts
□ Health Insurance Verification Forms [Form 1095-A, 1095-B, and/or 1095-C]
□ Records of estimated taxes paid (dates and amounts)
□ Property tax statements
□ 1098 forms for mortgages or home equity lines of credit
□ Donations of money to charity (letter from organization for any single gift of $250 or more)

□ Donations of property to charity (letter from organization for any single gift valued at $250 or more)

□ Volunteer expenses and mileage
□ Washington residents: RTA tax from vehicle registration
□ Amounts related to higher education (including Form 1098-T for tuition paid,

1098-E for student loan interest, and/or 1099-Q for 529 plan distributions) 
□ Job-related expenses - unreimbursed [union dues, safety gear, conferences,

legal fees, travel, mileage, etc.] 
□ Investment-related expenses
□ Child care provider’s name, address, taxpayer identification number, and

amount paid (including amounts paid for summer day camp) 





Special notice regarding the substantiation of certain charitable donations 

For amounts less than $250 your canceled check, bank or credit card statement is sufficient proof 
of the donation.  However, any time you make a SINGLE gift of $250 or more, you MUST obtain 
a written acknowledgement from the organization.  Written acknowledgment from the charity must 
include a description of the property or amount of cash donated plus a statement as to whether you 
received any goods or services (with a good faith estimate of value) in connection with the donation.  
(If you received only intangible religious benefits, the acknowledgment must say so, although no 
valuation of such benefits is required.)  You must receive the acknowledgment before the earlier 
of (a) the date the return for the year of the donation is filed or (b) the due date, including 
extensions, for filing the return.  The acknowledgment can be either a paper copy or in electronic 
format, such as an email addressed to you.  There are numerous court cases where the 
acknowledgement from the charity was received AFTER the taxpayer filed their return; the IRS 
wins every time. 



Pricing and Billing Policies in effect: January 1, 2017 
For all full-service tax clients (those for whom this firm prepares a Federal and state 
income tax return, if applicable), the following policies apply: 

Realizing that financial matters do not have a “time” or a “season,” all clients are encouraged 
to contact this office with any questions that may have an impact on their tax situation. To 
accommodate as many inquiries as possible, the full-service tax service includes approximately 
30 minutes of discussion, question/answer, or limited research (separate from the preparation 
of your current year returns) at NO CHARGE. Once that period has been exhausted in a 
calendar year, phone calls, meetings and research are billed at the current hourly rate, presently 
$195 per hour, plus expenses. Billing is done the first of the following month, with payment 
expected within 15 days of receipt of invoice. Minimum monthly billing (for any month with 
hourly charges) is $50. If payment is not received by the last day of the month, a second 
notice will be sent with a $15 late fee. Additionally, no further work, including tax return 
preparation, can be performed until the account is brought back to good standing. 

Income tax return preparation fees are calculated on a per-form basis. (Each form used in 
computing a tax return has a fee associated with it.)  Tax return fees are generally the sum 
of the per-form fees.  Unusual or extensive research, including cost basis research and/or 
calculation, special handling such as mailing returns to tax agencies on your behalf, etc. is billed 
at the hourly rate plus expenses. 
For clients that are NOT full-service tax clients the following policies apply: 

Work is performed for an hourly fee.  As of January 1, 2017 that rate is $195 per hour, 
plus expenses.  Billing is done the first of the following month with payment expected 
within 15 days of receipt of invoice. Minimum monthly billing (for any month with hourly 
charges) is $50. If payment is not received by the last day of the month, a second notice 
will be sent with a $15 late fee. Additionally, no further work, including tax return preparation, 
can be performed until the account is brought back to good standing. 
For all clients: 

Twenty-four hours notice is requested to cancel or reschedule an appointment.  A $50 fee may 
be assessed in the case of short-notice cancellation, late arrival, or no-show appointments. 

Fees can be paid with cash, check, or via credit card.  Credit cards are accepted by phone, in 
person, or at our website. 

Other work can be negotiated on a per-project basis. 

Thank you for allowing this firm to be of service to you; your trust is greatly appreciated. This 
notice is provided to avoid misunderstandings that can arise. 



S. Landau Services Privacy Policy 

Your non-public personal information is collected from various sources: 

• Information received from you on tax organizers, worksheets, client questionnaires,
applications and other financial documentation you provide; 

• Information you provide via personal interviews telephone conversations, faxes and e-
mails;  

• Information about your transactions with the firm;

• Information received about you from consumer reporting agencies (if background or
credit checks are conducted on your behalf). 

DISCLOSURE/USE 

Unless you specifically authorize us to use and disclose your tax return information to 
generate financial products and services recommendations, your non-public personal 
information is not disclosed to any person or party, except as required by law or to 
facilitate filing your tax return. 

Upon closing your account, your non-public personal information will not be disclosed to 
any person or party unless required by law. 

SECURITY 

Access to your information is restricted in a variety of ways: 

• Only to those employees who have a need to know in order to provide products or
services to you; 

• Physical security, electronic security safeguards and strict procedural measures
consistent with federal standards are in place to protect your non-public personal 
information. 

Your privacy is important. Please trust that protecting your information is equally 
important. Please call if you have any questions. 

Rev 8-11-14 



Tax Year 2016 
Direct Deposit Verification 

Name: _________________________________________ 

If you wish to provide Direct Deposit instructions, please enclose a VOIDED check from the 
account you wish to use. 

This account will be used to deposit any refunds you may receive from the IRS or state income 
tax agencies. 

Bank Name: _____________________________________________________ 

Account Number: _____________________________________________________ 

Account Type:  _____________________________________________________ 

Routing Number: _____________________________________________________ 

Optional 

 ̀ Check here if you would like Federal balance-due amount paid from this account 

 ̀ Check here if you would like Federal quarterly estimates paid from this account 

 ̀ Check here if you would like state balance-due amount paid from this account (if 
available) 

_____________________________________ Date: ___________________ 
Signature 

_____________________________________ Date: ___________________ 
Signature 



Tax Year 2016 
Client Checklist 

Name: _________________________________________ 

Please complete the following checklist as it pertains to You, Your Spouse, and Your Dependents for 2016. 

Dependents and Filing Status YES NO Comment 
1  Did your address change during the year? 
2  Did your marital status change during the year? 
3  Were there any changes in dependents? 
4  Are you supporting anyone not living with you? 
5  Are you separated or divorced with child(ren)? 
Income YES NO Comment 
6  Did you change employment in 2016? 
7  Did you have self-employment income (or loss)? 
8  Did you start a business, purchase a rental property or farm, or acquire interest 

in an S corporation or partnership? 
9  Did you receive any disability or unemployment payments? 
10  Did you receive or pay alimony? 
11  Did you maintain a foreign bank or investment account at any time in 2016? 

If so, did you receive any foreign income? 
12  Did you receive ANY interest or dividend income? 
13  Did you buy/sell any stocks, bonds, or other investment property? 
14  Did you acquire or sell any employer-based stock or options [RSUs, ISOs, ESPPs, etc.]?
15  Did a lender cancel or forgive any of your debt? 
16  Did you make any withdrawals from an education savings account or 529 plan?
17  Do you or did you own a second residence or other real estate? 

Did you sell any real estate (personal, investment, or business use)? 
Did you receive ANY rental income? 

Adjustments to Income YES NO Comment 
18  Did you have any higher education expenses?
19  Did you pay any student loan interest? 
20  Did you make any contributions to or receive any distributions from a Health 

Savings Account (HSA)? 
21  Did you pay out-of-pocket medical expenses that might qualify to meet the 

deduction threshold (typically 10% of your income)? 



_____________________________________ Date: ___________________ 
Signature 

_____________________________________ Date: ___________________ 
Signature 

Adjustments to Income (continued) YES NO Comment 
22  Did you purchase a motor vehicle or boat? 
23  Did you purchase, sell, or refinance your principal home or second home? 

Did you take out a home equity loan or line of credit? 
24  Did you build, or make capital improvements to, your primary residence? 
25  Did you make any charitable contributions? 
26  Did you use an area of your home regularly and exclusively for business 

purposes? 
27  Do you have records for unreimbursed business-related expenses, 

including travel and/or mileage? 
28  Are you self-employed, using your car for business purposes, AND paying 

interest on a car loan? 
29  Do you have any medical or charity mileage? 
30  Did you have any property damage expenses due to a storm, water, fire, 

accident, or theft that were NOT reimbursed by insurance? 
Retirement YES NO Comment 
31  Did you or your spouse reach age 70 1/2 in 2016? 
32  Did anyone in the family receive Social Security benefits? 
33  Did you receive a distribution from a pension, profit sharing, or retirement 

plan [401(k), IRA, SEP, etc.]? 
34  Did you convert part or all of your traditional IRA/SEP/SIMPLE IRA into 

a Roth IRA? 
If so, did you perform (or do you plan on performing) a recharacterization? 

35  Have you contributed (or do you plan on contributing) to an IRA, SEP, 
Keogh, Roth, or SIMPLE plan for the tax year 2016? 

Miscellaneous YES NO Comment 
36  Did you receive any notifications from the Internal Revenue Service or 

any state taxing agency? 
37  Did you make any estimated federal or state tax payments? 
38  Were you a resident of (or did you have income in) more than one state? 
39  Did you pay anyone for domestic services in your home [nanny, 

housekeeper, gardener, etc.]? 
40  Did you incur any day care costs for your dependents? 
41  Did you give a gift of more than $14,000 to one or more people (including 

529 contributions)? 
42  Do you think you qualify for any energy-related credits (e.g. solar panels, 

electric car, home energy improvements)? 
43  Did anyone in the family NOT maintain health insurance for the entire year?
44  Did you: Surrender any US savings bonds?  Have any tip income not 

reported to your employer?  Have any worthless securities or uncollectible 
bad debts?  Adopt a child or begin the adoption process? 



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 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.  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 one year from the date of signature. 

Consent 

I/we, ________________________________________ , authorize Steven Landau and/or Barry 
Davis (“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 2016 Tax Return(s) (“Tax Return Information”) to: (a) 
H.D. Vest Investment ServicesSM, a registered broker-dealer; (b) H.D. Vest Advisory ServicesSM, 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 S Landau Services 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 S Landau Services.  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. 

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. 

Accepted By: ________________________________ Date: ___________________ 
Signature 

Accepted By: ________________________________ Date: ___________________ 
Signature 

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. 



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 one year from the date of signature. 

Consent 

I/we, ________________________________________ , authorize Steven Landau and/or Barry 
Davis (“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 2016 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 ServicesSM, 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 ServicesSM; (b) H.D. Vest Advisory ServicesSM, 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 S Landau Services 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. 

Accepted By: ________________________________ Date: ___________________ 
Signature 

Accepted By: ________________________________ Date: ___________________ 
Signature 

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. 



Engagement Letter for 2016 Individual Tax Return Preparation Services 

This letter is to confirm Our understanding of the terms and objectives of the engagement between 
Esselless, LLC (doing business as “S. Landau Services”) (hereinafter referred to as “We”, “Us” or 
“Our”) and ____________________________________ (hereinafter referred to as “You” or “Your”), 
and the nature and limitations of the services We will provide. 

We will prepare Your 2016 individual federal, state, municipal and school district income tax returns 
and use tax returns from information You furnish to Us.  If required, We will prepare Your 2017 
estimated income tax payment vouchers based on Your 2016 income tax returns.  We will not review 
or adjust the estimated income tax payment amounts during the year for changes in Your tax situation.  
You agree to call Us if You would like Us to re-calculate Your 2017 estimated income tax payment 
amounts based on Your most up-to-date tax information.  This service may be subject to an additional 
fee.  We will not audit or otherwise verify the data You submit, although it may be necessary to ask 
You for clarification of some of the information. 

In order for Us to complete Your returns in time to meet the April 15, 2017 filing deadline it is Your 
responsibility to provide Us with all the information required for the preparation of complete and 
accurate income tax returns by March 15, 2017.  If We do not have all of Your information by March 
15, 2017 it is likely that Your return will be placed on extension; in this instance, balance due 
calculations and first quarter estimate amounts may not be available in time to make these payments 
on time.  You have the final responsibility for Your income tax returns and, therefore, You agree to 
review them carefully for accuracy, completeness, and propriety before You sign and file them (or 
authorize Us to file them).  You agree to retain all documents, canceled checks and other data that 
form the basis of your income tax returns.  These documents may be necessary to prove the accuracy 
and completeness of Your income tax returns to a taxing authority.  By submitting this information to 
Us you are representing that you have written documentation of the data submitted.  If You do not 
provide Us with requested documentation in a timely fashion We may choose to terminate this 
engagement. 

You hereby acknowledge, agree and understand that We may choose not to retain any supporting 
documentation for Your tax returns other than documents supporting federal withholding taxes.  You 
understand and agree that document retention is Your sole responsibility and You hereby indemnify 
and hold Us harmless from any and all claims, including attorney fees, resulting directly or indirectly 
from the failure to retain any supporting documentation.  You understand and acknowledge that failure 
to provide supporting documentation to the IRS or other taxing authorities when and as requested may 
result in imposition of additional taxes, penalty and interest and You agree that You will be solely 
responsible for such items (including any costs of defense) and hereby release Us from any liability 
whatsoever for failing to retain such documentation.   



Your income tax returns may be selected for examination by various taxing authorities.  Any proposed 
adjustments by the examining agent are subject to certain rights of appeal.  The cost of preparing your 
return does not include representation before the IRS or any taxing authority. 

All parties to this engagement letter agree that the courts of King County, Washington have jurisdiction 
over the parties and all disputes between Us.  All parties to this engagement letter agree to submit all 
disputes to the federal or state courts resident in King County, Washington.  All parties to this 
engagement letter also agree that the laws of the State of Washington shall govern all such disputes.  
In the event that any portion of this engagement letter is deemed invalid or unenforceable, said finding 
shall not operate to invalidate the remainder of this engagement letter.  In the event any claim is made 
against Us by any third party in connection with Our relationship, You agree to indemnify and hold 
Us harmless for any and all costs, expenses, interest, penalties or other damages that We may incur by 
reason of such claim including, but not limited to, court costs and attorney fees. 

Our fees for the services outlined above will be based on the current schedule of per-form charges 
(available upon request) and on the amount of time required to perform extra services (for example 
research or compiling of receipts) at Our standard billing rates (enclosed).  You agree to pay the 
amount of the invoice for services rendered under this engagement letter at the time Your completed 
income tax returns are delivered to You.  No returns shall be delivered without payment.  We are not 
responsible for any late fees, penalties or interest for not providing You your return if payment is not 
made when the return is prepared.  If all required documentation and information needed to complete 
Your return(s) is not presented to Us by March 15, 2017 (or, in the case of a return on extension 
September 30, 2017) and You request that We attempt to still have Your return ready to file on-time, 
a minimum $195 rush fee will be added to Your invoice.  Furthermore, no assurance can be made that 
returns prepared under such “rush” status will be available to file on time. 

All information You provide to Us in connection with this engagement will be maintained by Us on a 
strictly confidential basis pursuant to Our Privacy Policy, a copy of which is enclosed with this 
engagement letter, which governs the terms of Our management of Your personal information. 

This engagement ends upon the earlier of the completion of the above stated work or December 31, 2017. 

Sincerely, 

Steven Landau 
President, Esselless, LLC 
DBA S Landau Services 

We appreciate the opportunity to be of service to You.  Please sign and date the enclosed copy of this 
engagement letter and return it to Us in the envelope provided to acknowledge Your agreement with 
the terms of this engagement.  It is Our policy not to initiate services until after We have received the 
executed engagement letter. 

Accepted By: ________________________________ Date: ___________________ 
Signature 

Accepted By: ________________________________ Date: ___________________ 
Signature 



 

 

 
Tax Year 2016 

Use Tax Verification 
 
 
Name: _________________________________________ 
 
If, during 2016, you made any out-of-state purchases of goods or services that you used, stored or 
consumed in your home state (e.g. Internet purchases, purchases from radio or TV ads, catalog 
purchases, etc.) and if you paid no sales tax in any state on that purchase, you are required to 
determine the state use tax that that you owe on that purchase. 
 
In other words, if you bought something and didn’t pay sales tax on it somewhere, your state of 
residence wants you to pay them the equivalent tax, called a use tax.  As your preparer, I am 
obligated to inquire whether you have any unpaid use tax.  If you do, we either include it on your 
state income tax return or file a separate use tax return (depending on your state of residence). 
 
Please check one box: 
 
 
 ̀ In calendar year 2016, I had no out-of-state purchases that require payment of state use tax. 
 
 ̀ In calendar year 2016, I made purchases in the amount of $ ______________ upon which I  
 am required to pay state use tax. 
 
 
 
 
_____________________________________ Date: ___________________ 
Signature 
 
_____________________________________ Date: ___________________ 
Signature 
 
  
 
 
 
 
For Washington Clients: Returning this form is OPTIONAL 




