T.A.B.S.

TAX – ACCOUNTING – BOOKKEEPING

PROFESSIONALS
Dear Independent Contractor Clients,

Thank you for choosing T.A.B.S., Inc., to prepare your income tax returns. Please read the enclosed information carefully. Please complete and return the enclosed Client Information Sheet.  If you do not send us all of the information requested, the preparation of your tax returns will be delayed.

If you want to authorize T.A.B.S. Inc., to discuss tax matters with the IRS, to sign your tax return in your absence or to electronically file your return, you will need to send IRS form 2848. There is a link on our packet page.. Please download and file in box 1 and sign on line 9.  If you are filing a joint return, please include both names and social security numbers on line 1 of the Power of Attorney and be sure that both taxpayers sign on line 9. Please do not sign Part II. Without a signed, original Power of Attorney in our office, we will not be able to act on your behalf. Please note, that the Power of Attorney allows us to sign your returns but we will not do so unless you request it. Due to additional fees involved when correspondence or paperwork is sent to the IRS, we do not automatically use the Power of Attorney that is in your file. All mailing from this office to the IRS is sent certified, return receipt. 

Your tax information can be sent to us via mail. We will review this information and contact you with any questions we may have. It is not necessary, but sometimes helpful, to meet with a tax return preparer. Please call our receptionist to schedule an appointment if you feel it necessary. Our office hours are listed below:
April 16 – January 15

Monday – Thursday
9:00 A.M. to 4:00 P.M. (Appointment Preferred)
January 16 – April 15

Monday – Friday
8:30 A.M. to 5:00 P.M. (Appointment Only)

Saturday

9:00 A.M. to 1:00 P.M. (Appointment Only)

If you have any questions regarding the firm, please call during business hours and someone will be able to assist you.
609 INDEPENDENCE PARKWAY - SUITE 120

CHESAPEAKE, VA 23320

757-436-3150 (phone) – 757-436-8099 (fax)
email:info@tabtax.com

www.tabtax.com
PAYMENT/FILING POLICIES

Our Billing rates are based on time spent in preparation of your return (rather than a percentage of your refund) and may include charges for Priority Mail and long distance phone calls. Our rates are competitive with other small accounting firms..

Returns are processed in the order that they are received. If you are filing multiple years, a deposit of at least one year’s fee is required before we start processing the returns. Please be sure to include a payment when mailing in your returns to avoid delays in processing. Returns must be paid in full before Tidewater Accounting and Business Services can release your information either to you or to the government and other taxing authorities. 

We will mail your completed returns to the address on the tax return unless you instruct us otherwise, or you may pick them up. You, in turn, will mail the returns to the proper taxing authorities. It is your responsibility to sign and file your returns on time.

If you anticipate leaving the country before your tax return has been completed, we suggest you make arrangements for payment and filing of your returns with a relative. Please let us know with whom these arrangements have been made so that we can expedite the filing process.

Payment can be made via credit card, check, money order, and cash. We reserve the right to hold your tax return for 10 business days if you pay by check.  We also require the 3 or 4 digit verification number and the billing zip-code for credit card payments.

If you refer 10 people and they become clients, you will receive 25% off your total bill. New clients provide this information on the Client Information Sheet. It is important that you indicate who referred you to our firm.

If you have any questions regarding our Payment/ Filing Policies, please contact the office.
GENERAL FEE LISTING

Bookkeeping:  $75.00 per hour.  For new clients we will start you off on an hourly basis for a month or two to get a base line for you.  All clients will be moved to a set fee per month.  If we travel to your office we will be setting you up with a specific day per month for bookkeeping services.

Incorporation:  Our fee for Incorporations is $550.00.  This fee does include your filing fee to the state.  Our firm will obtain your state certificate, Federal ID number, S Corp. election if need be, and prepare a corporate book and stock certificates for you.  Please be aware that most states also have an annual fee or franchise tax forms that may need to be filled out.  Once we have incorporated you it will be your responsibility to make sure these forms are filed timely.  We will be happy to offer you additional assistance if needed. Dissolutions of corporations will be billed at $200 plus state filing fees.
Payroll:  Our firm will charge an initial set up fee of $125.00 to set up and complete all the necessary government forms for your payroll.   For payrolls with five ore less employees the fee is $200.00 per quarter.  The fee for payroll with six to ten employees is $ 250.00 per quarter and the fee for eleven to twenty employees is $300.00 per quarter.  This fee includes your payroll calculations, state and federal calculations and your payroll reports.  If we need to fill out or print checks for you please add an additional $1.00 FEE PER CHECK.  The W2 and 1099 forms will be billed separately at $5.00 per form.  The year end summary will continue to be billed at the bookkeeping rate per hour.

Tax returns:  Tax return rates vary per return.  However in general a basic corporate return will be a minimum of $550.00.  Independent Contractor and Merchant Mariner returns run around $440.00 for a federal return.  State returns are billed at $35.00 per state.  Personal returns for our Corporation Clients run between $175.00 and $250.00 per return.  For all other returns the average fee is $275.00 for a Federal and State return.  However, please remember that your fees will vary due to the differing nature of each return.  The fee for E filing is $40.  We do not provide RALS.

There is no charge for initial consultations. Additional copies of returns, W-2s and 1099s will be billed at $25 whether sent via email or regular mail.  Letters written to the IRS are billed on an individual basis beginning at $45 each. Letters written to mortgage companies will be billed at $45 each. Tax planning, additional meetings and letters will be billed at an hourly rate of $75.00 per hour. 

If you have any questions please do not hesitate to contact either Sandra Falcone or Ruth Carmody of this firm.

INCOME TAX PREPARATION CONSENT

I hereby engage T.A.B.S., Inc., to prepare my income tax returns.

I understand that the returns will be prepared from information that I provide.  I represent that I have the required substantiation for all such information.

T.A.B.S. is not engaged to audit or verify information that I provide.  However, I understand that T.A.B.S. may ask for clarification of certain items.

I understand that I will be billed for services upon completion of the engagement.  I agree to pay upon receipt of invoice, subject to a service charge of 1 1/2% per month on any outstanding balance including attorney’s fees of 25%.

I am aware that additional services, such as tax planning, estate planning, responding to IRS notices, representation before tax authorities and assistance during an audit of my return are available to me.  However, the cost of these services is not included in the fee for the preparation of my income tax return.

Signed: _____________________________________________________

On _________________________of ________________________20__.

	CLIENT INFORMATION SHEET

	
	
	
	
	
	
	
	
	
	

	Date:
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INFORMATION CHECK LIST

This is a list of the information we need in order to complete your return:

1) All W2’s and 1099’s.

2) Uniforms.

3) Uniform cleaning and maintenance.

4) Medical fees, such as co- pays not covered by insurance.

5) Dental fees not covered by insurance.

6) Pharmacy.

7) Lodging.

8) Meals. 
9) Air Fare/ Travel from job to home.

10)  Long Distance phone calls.

11)  Any Travel Receipts if available.

12)  Any Contributions.

13)  Your Social Security Number and birth date.

14)  Social Security numbers and birth dates for all children and 
  spouse. 
15)  Estimated Payments made to either the State or Federal Government.
16)  Any Real Estate or Personal Property Taxes paid.
17)  Mortgage Interest Paid – if you own your home.
18)  Investment interest.
19)  A copy of the most recent contract (if available)
20)  Daily or weekly log of operations can be generic due to classified info 
21)  Copy of passport
22)  Previous year’s tax return –for new clients only.
PLEASE INCLUDE NUMBER OF DAYS OUT OF THE UNITED 
STATES AND THE COUNTRY YOU SPENT THE DAYS IN. 

REQUEST FOR STATE EXTENSION

ALASKA, FLORIDA, NEVADA, NEW HAMPSHIRE, SOUTH DAKOTA,


TENNESSEE, TEXAS, WASHINGTON STATE, AND WYOMING HAVE 


NO STATE INCOME TAX. ALL OTHERS MUST BE PAID IN FULL BY 


APRIL 15, WITH THE EXCEPTIONS OF VIRGINIA, WHICH IS DUE ON


MAY 1, LOUISIANA, DUE ON MAY 15 AND IOWA, DUE ON APRIL 30.

IF YOU DID NOT MAKE ANY ESTIMATED PAYMENTS DURING THIS PAST YEAR AND STATE INCOME TAX WAS DUE LAST TAX YEAR, YOU WILL BE LIABLE FOR NOT ONLY YOUR OUTSTANDING TAX BALANCE TO THE STATE, YOU WILL ALSO BE LIABLE FOR PENALTIES AND INTEREST.  


WE CAN ATTACH A PAYMENT TO YOUR STATE EXTENSION 
REQUEST, IF YOU MAIL US ONE. IT MUST BE IN OUR OFFICE NO 
LATER THAN APRIL 12, TO INSURE TIMELY MAILING. 


WOULD YOU LIKE US TO FIGURE THE AMOUNT YOU WILL OWE


BASED UPON YOUR W2?  _________________ (PLS INITIAL & DATE)

***    PLEASE NOTE:  EXTENSIONS ONLY ALLOW ADDITIONAL TIME 

        FOR FILING TAX RETURNS. EXTENSIONS DO NOT REMOVE YOUR 

        LIABILITIES OR EXTEND THE DATE THAT THE PAYMENT IS DUE,

        NOR DO THEY REMOVE THE PENALTIES OR INTEREST WHEN THE 

        PAYMENT IS NOT MADE ON THE DUE DATE.
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	Professional Fees
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	A COPY OF THE MOST RECENT CONTRACT – IF AVAILABLE    - COPY OF PASSPORT   

DAILY OR WEEKLY LOG GENERIC IN NATURE DUE TO CLASSIFIED INFORMATION


Notes:

