<date>
<client_name>

<client_business_name>

<client_street_address>

<client_city_state_zip>

Dear <client_name>,

You have requested our firm’s assistance in connection with the examination of your <tax year> income tax returns for <client_business_name> by the <Internal Revenue Service or state agency>. This letter sets forth the terms and conditions of our agreement to represent you in this matter.

<EA_name>, EA, will have primary responsibility for your representation. Services performed by <EA_name>, EA, will be billed at the rate of <$fee> per hour. Other associates of our firm may be asked to handle specific matters, and will be billed at a rate commensurate with their experience and professional credentials.
Our initial retainer fee for services to be performed is <$fee>. If total fees incurred exceed the retainer amount, you will be billed for the additional amounts as the audit progresses. Fees in addition to the retainer are due within 10 days of the billing date.

Additional fees may apply for such items as travel, lodging, meals, telephone, fax transmissions, courier or messenger services, postage, photocopying, and computerized tax research. These items will be separately billed on all statements.
Either party is free to terminate this agreement at any time. In the event this agreement is terminated by either party, you will be responsible for all fees and expenses incurred through the date of termination. In this case we will work with you to facilitate an orderly transition of your matters. Any termination on our part will be consistent with the applicable Code of Professional Conduct.

If you have any questions about any provision stated above, please contact us so we can discuss the issues. We highly regard your business and look forward to working with you.

________________________ date __________  ________________________ date __________

Client signature



       Enrolled Agent signature

The wording in this Audit Engagement Letter may be used by an Enrolled Agent when retained by a client for audit representation services. This letter does not represent a legal document. The National Association of Enrolled Agents (NAEA) is not engaged in rendering legal, tax, or accounting advice. Consult an attorney knowledgeable in contract law in your state or jurisdiction before relying on this document in any way.
