A ACCOUNTING & TAX SERVICE
· It is your responsibility to provide all necessary information needed to prepare your tax return.  We are not responsible for missing information on your return.  Should your already prepared tax return need to be reprinted due to missing information there will be an additional charge. 

· All tax returns, State & Federal, are to be carefully proofread by you for any errors or incorrect information before e-filing, mailing and/or signing your returns.  This is your responsibility.
· Your information is personal and confidential; we have procedures and policies in place to protect your confidential information.  Taxes are to be picked up by the person or persons listed on the tax form unless there is written consent for someone else to pick up, at which time the documents must be sealed and must be signed for by the receiving party.
· Once taxes leave our office, whether e-filed or mailed in, we have no control or responsibility over how long it takes for you to receive your refund.  In addition, it is your responsibility, if money is owed to Federal or State, to send payment by the due date. You may go online and check your status at www.irs.gov/refunds or www.dor.state.wi.us.
· Taxes are completed in the order they are received.  During peak times taxes may take as long as two or three weeks for completion.

· Payment is due upon services rendered. Documents cannot be released until paid in full.   There is a $35.00 charge for all returned checks.  We accept Cash, Check, Debit Card, Visa, MasterCard, American Express, and Discover.
· Any additional services must be requested and will be charged separately.

· All completed taxes should be picked up within two weeks (14 days) of notification.

If you do not pick up your prepared taxes within 30 days of notification, you will be charged late charges of 1.5% interest per month on the unpaid balance.  Also, if taxes are not picked up by the income tax deadline (April 18, 2022), you are liable for a $20 Extension Fee to be paid by cash or credit card only.  If this contract is terminated prior to completion of the tax return, you agree to pay for work completed.  A retainer is required for preparation of late returns.
· Our offices may close during inclement weather.  Please call our office prior to traveling.
· Any tax advice included in our written or electronic communication is not intended or written to be used, and it cannot be used by the taxpayer, for the purpose of avoiding any penalties that may be imposed on the taxpayer by any governmental taxing authority or agency.  (According to IRS Circular 230).

By signing below, you acknowledge that you have read, understand, and accept your obligations and responsibilities and that you understand our responsibilities in preparing your tax return. 
   _ ___________________________________________              ____ _________________​​​__

                                       Signature




                       Date                                                                    
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