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About the Company

Mission Statement

The Mission of (Company’s Name) is to provide exceptional tax preparation services to the business and general public in the preparation of various business and personal tax returns inclusive of but not limited to Form 1040, 1041, 1120, 1120S, 1065, 990 series and other returns.

In its Mission, the company will become a leader in the tax preparation business; known for its stalwart commitment to ethics and professional conduct.

Services Provided

(Company’s Name) will provide all goods and services in the normal course of the tax preparation business.  The company may also provide related services such as electronic filing of tax returns.
A tax preparation contract may be provided, at the preparer’s discretion, for the taxpayer to sign, outlining the contracted services of (Company’s Name).
Additionally (Company’s Name) reserves the option of providing other services to their clients as the needs dictate.

In providing other services, (Company’s Name) will provide tax preparation clients the “Authorization to Use” statement before soliciting them for other services.

Commitment to Service

(Company’s Name) is committed to performing outstanding service to their clientele.  

A client’s best interest will always be demonstrated in the preparation of their tax return ensuring that while all requirements of the Internal Revenue Code and Regulations are properly reported on the taxpayer’s return no legitimate deduction or credit will be omitted, ensuring the taxpayer has paid their lowest legal amount of tax.
Operational Policy

Confidentiality

It is the express policy of (Company’s Name) that all client information, written and verbal, be held with the utmost confidence.

Client files will be kept under lock and key during non-office hours where cleaning staff and others not authorized will not have access to the information.

Current working files will be stored and not easily accessed during the work day when other clients may visit offices where the files are in current work product status.

Clients will be given the Privacy Policy of (Company’s Name) on an annual basis, in writing, if so required by the Graham, Leach, Bliley Act.

Employees will be bound by the same confidentiality policy of the company and will retain the confidentiality provisions of employment when they are no longer employees of the firm. 

New Clients

New clients will be told verbally and writing of the privacy policy of the Company and questions will be respectfully and completely answered to their satisfaction.

Existing Clients

Existing clients will be notified annually, in writing, of the privacy policy of the Company.  Any changes to the existing policy will be clearly indicated in the written statement of policy.

Fees

Fees will be established under any manner so authorized, including but not limited to:

· Hourly fees

· Form fees

· Time to prepare

· Contracted amount

· Other

Published fees will remain in affect for 30 days from date of publishing in accordance with Circular 230, Federal Code of Regulations – Fees.

Collection Policy

(Company’s Name) will, as a general rule, require payment at the time of service.
Additionally, retainers may be required on a case by case basis.

If taxpayer has requested additional time to pay the fee for services rendered, only the principle of the company may approve such delay in payment.

Advertising

From time to time the company may engage in local advertising.

Should advertising be conducted by U. S. Postal Service mailings, the envelopes will indicate clearly that the mailing is an advertisement of the Company’s services.

All advertising will be truthful and honest in conjunction with the requirements outlined in Circular 230, Federal Code of Regulations.

Ethical and Professional Conduct

(Company’s Name) nor any of its employees will engage in misleading information.

Honesty is the cornerstone of service to the public and our clients will expect and depend upon complete honest and fairness from (Company’s Name).

Tax Preparation Policies

Response to Questions via Telephone

Questions from current tax clients will require a review of the prior year tax return of the taxpayer before answering.  Only qualified return preparers may answer taxpayer questions.  This is not a function of the receptionist at (Company’s Name).

“If it is deductible, why can’t I deduct it?” can only be answered regarding the specifics of the client.  Largely questions of a complex nature require an in-depth analysis by the return preparer and questions asked of the taxpayer.  These are best addressed by the preparer in the office that has the most and most recent experience with the taxpayer.

Occasionally, non-client telephone calls are taken with questions about tax.  Because tax answers are very specific to the tax situation of the taxpayer, (Company’s Name) will not provide answers to tax questions.  The receptionist for (Company’s Name) will refer the calling non-client individuals to the IRS for assistance.

Client Organizers
Clients will be encouraged to complete a client organizer prior to their tax preparation appointment.

Interviews with the taxpayer, in person or on the telephone, will verify information and notes in the preparers on hand will be indicated as such on the organizer.

In the case of a client provided organizer, it continues to be prudent, as the preparer, to ask for verification of certain deductions, exemptions and credits.

Client Provided Data

If the client has not provided a completed organizer – the interview time must be sufficient to enable the return preparer to prepare both a complete and an accurate tax return for the taxpayer.

Copies of all provided documents will be copied and maintained in the taxpayers file.

If the taxpayers file is maintained electronically, the receipts and documentation will be electronically scanned and stored in the client’s electronic file.

Appointments

Appointment scheduling will be done by each individual return preparer, notifying the receptionist of scheduled appointments.

Sufficient time to complete the return will be scheduled with a slight break in between appointments.

At the beginning of each day a complete appointment schedule will be provided the return preparer(s) by the receptionist in order that the day flows smoothly.  Cancellations taken by the receptionist will be promptly sent to the return preparer.

Walk-ins

Taxpayers, new and existing, who appear without an appointment, will not be seen unless there is a cancellation or additional time afforded a return preparer.  

Drop Off Returns

Drop off returns will be logged into the preparation rotation by the receptionist, promptly secured and if there is a particular return preparer in the firm assigned this return, they will be notified of its receipt.

Pre-Scheduled

Pre-scheduled appointments will be kept at the time designated.  No walk-in client or drop off return will take precedent over the pre-scheduled appointment.

Payment for Services

Clients will be asked for payment at time of service, meaning when the tax return is delivered to them.
If a retainer is required, due to the complexity of the return, newness of the client or for other reasons, the retainer will be accounted for and time against the retainer will be kept.  The retainer will be exceeded before an additional retainer is requested of the client.
Complaints
Complaints from clients of (Company’s Name) will be referred immediately to the principle of the firm and handled directly by them with the client.

Should the complaint be found to be valid, proper and immediate action by the principle will be made which may include immediate dismissal of the employee involved in the complaint.

Preparation of Tax Returns
All returns prepared by (Company’s Name) will be prepared by qualified return preparers.  

All preparers who prepare a substantial part of any return will be required to have a PTIN, Practitioner Identifying Number issued by the Return Preparer’s Office of the Internal Revenue Service.

All preparers will go through an extensive training consisting of practice and procedure with a particular emphasis on current year tax changes, credits, particularly the Earned Income Tax Credit, and other related issues.

Return preparers will not prepare returns they do not possess the particular knowledge or skill in return preparation.

Interviewing Taxpayers

All taxpayers will be interviewed before the preparation of the tax return, clarifying issues, broaching new issues and with the attempt to resolve any questions regarding the reporting of income and expenses on the tax return.

A completed organizer is not a replacement for an interview.

Interviews may be done in person, on the telephone or through other electronic media, such as email.

The interview will consist of the in-dept questions required to prepare a complete and accurate tax return for the taxpayer.

Input of Data to Tax Program
Information resulting from the Organizer or direct information from the taxpayer, including the interview, will be transmitted into the tax program used by (Company’s Name).

Every attempt to enter the data correctly should be made with a cross check for accuracy.

Checking of Return

Firm members assigned the function of checking the data entry on forms of the tax program are empowered and encouraged to ask questions as to the correctness of entries made on the tax return.

Precise information may be gathered in reviewing the prior year tax return and other sources.

Due Diligence

At every step of the tax preparation process Due Diligence is to be observed and practiced.

The real test of due diligence is that the preparer believes they have prepared a return that is both complete and accurate and a correct representation of the taxable income of the taxpayer for that year.

Preparers are encouraged to ask questions of the principle should something be unclear either in content or representation on the tax return.

Incomplete Returns or Data

If insufficient information is available to complete the return, the client is to be given a signed and dated “homework” listing.

The file is to be stored until such time as the return information is provided.

The client is to be listed as a potential client for “extension” because of missing information.

At the date for extension filing, if client has not been forthcoming with information, an extension will be applied for in the interest of the client.

Extensions

On or before the filing due date of the tax return, extensions will be prepared.  

Client will make best effort to project taxable income and (Company’s Name) based on the income information will properly project tax on return, amount paid and balance due.

If client is not forthcoming with this information to prepare a complete and accurate extension of time to file, (Company’s Name) will notify taxpayer that no extension will be filed by the company and those they are responsible to file their own extension.  Taxpayer will be encouraged to properly reflect tax liability at time of extension as the extension is of time to file not of time to pay.

Retaining Client Files

As required by Internal Revenue Regulation, copies of client returns will be retained by the company for three years from April 15th or longer as required.

The files will remain confidential and secure and at the time the files are destroyed they will be shredded or otherwise securely disposed of properly.
Taxpayer Representation Services

Contract Requirements

From time to time taxpayers will have the need for Audit, Collection or Appeals representation services.

The company will have in its employ the following individuals who may function as a Taxpayer Representative:

· Certified Public Accountants

· Attorneys

· Enrolled Agents

· Registered Tax Return Preparers – Audit only on a return they signed as a return preparer.

Form 2848 – Power of Attorney

Form 2848 Power of Attorney will be submitted by the representative of the taxpayer.  In the case of a joint representation on a jointly filed tax return, a Form 2848 will be secured separately for each taxpayer on the joint return.

Other Issues

Taxpayers will be encouraged to promptly pay all amounts owed by them to the IRS.
When unable to pay in full, options should be discussed with the taxpayer, including but not limited to:

· Temporarily Uncollectible Status

· Installment Agreements

· Extended requests to pay

· Offers in Compromise
· Innocent Spouse Relief
In areas of disputed collections:

· Collection Due Process Requests

· Offers in Compromise

· Intervention by Taxpayer Advocate

· Intervention by Taxpayer’s Congressman

In areas of dispute where Appeals is warranted, taxpayers should understand the process.

In areas of dispute where filing suit in the U. S. Tax Court, it may be necessary that the firm refer the client to a firm or individual who can practice outside of their authority.

At no time will (Company’s Name) take a representation case they do not possess the knowledge or the skill to represent.

Electronic Filing Policies

Encouragement to E-file

All eligible taxpayers will be encouraged to E-file.

Direct Deposit

All eligible taxpayers will be encouraged to direct deposit their refunds.

Submissions to the IRS

All E-filed returns will be submitted timely according to the instructions for Electronic Return Originators.

Taxpayer Records

All taxpayer records will be adequately maintained along with copies of the Form 8879 for each electronically filed return for the required period of time.

Avoiding Refund Delays

The return preparer and the ERO will work diligently to ensure the proper identification numbers on the tax return and other items which may delay the filing of the electronic return.

Electronic Signatures

In accordance with e-file requirements, electronic signatures of the taxpayer and ERO will be adequately disclosed.

Rejected Tax Returns

Upon rejection of the filed return by the E-file division of IRS, the company will work diligently with the E-file coordinator to determine the error, correct the error and refile the return in an orderly and timely manner.

Paper Filing
If taxpayer desires to file a paper return or for any reason they cannot file an electronic return with the IRS, the company will have prepared a set of filing forms for the taxpayer to file.

The company will not file paper returns for a taxpayer.

Preparation of Paper Return

At the request of the taxpayer, a filing paper set for the Internal Revenue Service will be provided the taxpayer with a full set of filing instructions.

Acknowledgement to the IRS

As the IRS requires a paper filed return to be accompanied by a statement from the taxpayer as to why E-filing of the return was rejected by them.  The statement will be accurately completed and submitted with the return.

Statement from the Taxpayer

Retained in the client file will be a statement from the taxpayer as to the reason they have filed the return electronically and that neither the preparer nor anyone in the company talked them out of filing electronically.  This statement is to be retained in the client’s file.

Employment Policies
Employment Agreement

Employees of the company will be required to sign an employment agreement – copy attached.

Analysis of Employee Ability

Every employee will be properly instructed as to the due diligence requirements of the company as it comes to return preparation.

Each employee will be thoroughly trained in client confidentiality and in service to the client.

Employees will understand the sole purpose of return preparation is that a complete and accurate return be filed for the taxpayer.

Training and Supervision

It will be the responsibility of the tax management principle to train and supervise all tax preparation employees, insuring a consistent work product that properly represents an accurate and complete tax return.

If additional training for an employee is warranted, the principle will perform such training.

Should an employee demonstrate their lack of ability to prepare complete and accurate tax returns, the employee will immediately be removed from that function.

PTIN Requirements

Every employee who materially participates in the preparation of a tax return, including 941 taxes, is required to annually receive a PTIN or a renewal of the PTIN – Preparer’s Identification Number.

The number will be prominently displayed on any return requiring such

Credential of Preparer

Each return preparer in the firm is required to have a credential, such as:

Enrolled Agent (EA)

Certified Public Accountant (CPA)

Attorney

Registered Tax Return Preparer – Provisional PTIN holders have until December 31, 2013 to sit for and pass RTRP examination.

The required CPE requirements of each credential must be strictly maintained in order to be recognized as a valid holder of such credential.

General Tax Office Policies

Appointments

Appointments will be made by the preparer and confirmed with the receptionist.

Appointments will be sufficient in time to determine a complete and accurate tax return has been filed.

Client Files

Client files and information will be held in confidence at all times.  A policy of “Disclosure” is maintained by the firm and if the client wishes their information to be shared with a 3rd party, an Authorization to Disclose must be signed by the taxpayer with specifics as to whom the information should be disclosed.

Wait Time

Clients with a specified appointment should be kept waiting a minimum of time.

Late Clients

If client is more than 15 minutes late for an appointment the client is to be told that due to the requirements of the season they will now have to wait for the next available return preparer and it may be more advantageous for them to reschedule on a date more convenient for me.

Extended Appointments

When it becomes abundantly clear that the time scheduled for the appointment is insufficient, in order to stay on schedule with clients coming for an appointment, a follow up appointment is advised.

Special Issues

Treatment of Taxpayers

All taxpayers and clients of (Company Name) are to be treated respectfully by all members of the firm.

If in the rarest of circumstances a client should become abusive, the principle should be immediately notified and should handle the situation.

Should the client become violent, immediate call 911 for assistance.

Calls for “Free” Tax Information

(Company Name) is a for-profit company.  Giving information is not only not smart it may be incorrect information based upon the circumstances of an individual we do not know.

Do not give “Free” Tax Information.

Accommodations for Senior and Disabled Taxpayers

(Company Name) is a respecter of all people and will treat all taxpayers respectfully.

On the occasion when a senior or disabled taxpayer cannot come to our office, we will arrange a preparer and an assistant to go to the home of the client. 

Under no circumstance will a preparer go alone, in an attempt to protect the preparer from any charges such as theft which might be made.

Strategy and timing is important and the principle should be involved in the planning.

POA procedures
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