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_________________________
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Dear New Client,

Year’s end is neither an end nor a beginning but a going on, with all the wisdom that experience
can instill on us. – Hal Borland
Thank you for choosing to work with me this year. I hope that the past year was happy and
prosperous for you. And, I am looking forward to assisting with your tax compliance needs.
Included is an organizer provided to aid in gathering information necessary to prepare your
Individual income tax returns. Complete only the items that seem applicable to you. If you
have prepared other schedules, please refer to them in the organizer and forward them as
well. A fully completed organizer lessens the likelihood of omissions from your tax return.
The Internal Revenue Service (IRS) matches information returns/forms with amounts
reported on tax returns. A negligence penalty may be assessed when income is underreported
or when deductions are overstated. Accordingly, all information returns reflecting amounts
reported to the IRS are also mailed or delivered to you in an envelope that should be clearly
marked “IMPORTANT TAX DOCUMENTS ENCLOSED” and should be submitted with
this organizer.
Also included is a Tax Law update as well as my engagement letter. The engagement letter
explains the tax preparation and planning services I will provide to you. Each year, I am
required to obtain a signed copy in order to provide services to you. Please sign, date and
return a copy of the engagement letter and keep a copy for your records.
To avoid confusion, I am no longer including the ELF Capital Management LLC (“ELF”)
engagement letter. ELF continues to assist clients with their investment needs and its Firm
Brochure may be viewed and printed from ELF’s web site at: www.hwkfs.com on the
"Home" page. If you wish investment related services through ELF, please do not hesitate to
contact me regarding these services after the 4/17/2018 tax filing deadline.
The filing deadline for your Individual return is 4/17/2018. Your completed tax organizer
needs to be received no later than 3/10/2018. Any information received after that date may
require an extension of time. The extended filing deadline for your return is 10/15/2018.
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If an extension of time to file is required, any tax that may be due with this return must
be paid with that extension. Any taxes not paid by the 4/17/2018 filing deadline may be
subject to late payment penalties and interest.
When you have gathered all your tax information, please return to me the signed engagement
letter, along with your completed organizer and various tax related documentation. Should
you have questions regarding any items, please do not hesitate to contact me.
Thank you for allowing this opportunity to serve you. Also, if any of your friends or
associates seeks to work with a CPA like myself, please send them my way. Your referrals
are greatly appreciated and anyone you send to me will be treated with the utmost respect and
courtesy.
Sincerely,

Henry V Kaelber, CPA, CFP®, CGMA
Enc.
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What’s New That Affects You?
A Snapshot of Tax Law for Your Return
Dear New Client,

For the current filing season, no tax changes that will affect 2017 income tax returns came
out of Washington. However, the Tax Cuts and Jobs Act signed into law on December 22,
2017 has mixed implications for all taxpayers beginning in 2018. First, I will reiterate some
items that relate to your 2017 tax year filing obligations; and, then, provide you some of what
the new Tax Law brings. And, as always, I am happy to help you determine strategies and
steps to minimize your tax liability and enhance your financial position.
DID YOU KNOW?
 The IRS never calls about outstanding tax due. Be alert for the continuing tax scams!
 Due dates for some tax forms have changed, including the foreign bank account reporting
form, which is now due April 15 and can be extended until Oct. 15.
ALTERNATIVE MINIMUM TAX (AMT)
When the AMT is triggered, the taxpayer must add back certain non-taxable income, loses
certain exemptions and deductions, and must recalculate their tax at an established flat rate.
Then, pay the higher of the regular of AMT calculated amounts.
SURCHARGES AFFECTING HIGHER-INCOME TAXPAYERS
 The additional 0.9% Medicare surcharge on wages and self-employment income in excess
of: $200,000 for Single filers; $125,000 for Married Filing Separately filers; $250,000 for
Married Filing Jointly filers; and, $200,000 for Head of Household filers.
 The additional 3.8% net investment income tax when modified adjusted gross income
(MAGI) exceeds: $200,000 for Single filers; $125,000 for Married Filing Separately;
$250,000 for Married Filing Jointly; and, $200,000 for Head of Household filers.
WHEN DO YOU HAVE TO PAY A GIFT TAX?
People are sometimes surprised to learn that the IRS regulates gifts over a certain size.
 As a donor, you are responsible for reporting the gift if it exceeds $14,000 and paying the
gift tax if you have given more than $5.45 million in cash or property (over a lifetime).
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Regardless of the amount, you cannot deduct a gift as you could with a charitable
donation.
As a recipient, you do not need to include the gift as part of your taxable income.
However, if you receive property other than cash, you will need to determine the cost
basis at the time of the transfer to have the proper value in case you dispose of it later.

HEALTH CARE AND TAXES UNDER THE AFFORDABLE CARE ACT:
 If you did not have qualifying coverage for yourself or any dependents for any portion of
2016, and do not qualify for an exemption, you will be subject to a penalty on your 2017
federal income tax return ($695 per uninsured adult or 2.5% of household income).
 Individuals who are within certain income limits continue to qualify for a premium tax
credit if they purchase insurance through approved market exchanges.
W-2 AND 1099 FILING DEADLINES
The W-2 and 1099 filing deadlines are January 31. And expect the IRS to hold refunds
involving two key refundable tax credits until at least February 15. Only one 30-day
extension to file Form W-2 is available and this extension is not automatic. If an
extension is necessary, a Form 8809 Application for Extension of Time to File
Information Returns must be completed as soon as you know an extension is necessary,
but by January 31. Please carefully review the instructions for Form 8809, for more
information.
If you would like help with any W-2 reporting, it is a little more involved and I am happy to
help you with that.
THE NEW TAX CUTS AND JOBS ACT HIGHLIGHTS
 For Corporations, the Act:
o Replaced the prior law graduated corporate tax rate, which taxed income over
$10 million at 35%, with a flat rate of 21%;
o Repealed the Corporate AMT;
o Extended and modified bonus depreciation allowing businesses to 100% of the
cost of eligible property placed in service, through 2022. It also removed the rule
that only new property qualified;
o Limits the interest deduction to 30% of taxable income plus modest adjustments;
o Net operating losses can only be carried forward and is limited to 80% of preNOL taxable income each year carried forward;
o Limits like kind exchanges to real property not held primarily for sale;
o Disallows most entertainment expenses, including dining out with clients;
o Limits the meals deduction to 50% for employee meals while on business travel
and on the job for the convenience of the employer (with the latter formally
100% deductible);
o Carried interests must be held for 3 years or more to qualify for long term
capital gains treatment; and,
o Modified a number of credits available to businesses.
 For Individuals, for tax years 2018 through 2025, the Act:
o Modestly reduced tax rates across most brackets and modestly expanded the
income levels at which the rates apply with the income levels to be indexed for
inflation after 2018;
o System for taxing capital gains and qualified dividends did not change, except
that the income levels at which the 15% and 20% rates apply were modestly
expanded;
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o Increased the standard deduction to $24,000 for married filing jointly, $18,000
for heads of household and $12,000 for all other individuals;
o Repealed all personal exemptions;
o Allows a 20% deduction of “qualified business income” from a partnership, S
corporation, or sole proprietorship income, REIT dividends, qualified
cooperative dividends and qualified publicly traded partnership income;
 “Qualified business income excludes: reasonable compensation to S
corporation shareholders, guaranteed payments to partners or investment
related income, deductions or losses;
 Also, for most service businesses that rely on professional reputation and
skills, the deduction phases out with taxable income in excess of $157,500 for
a single taxpayer or $315,000 on a jointly filed return.
o Increased the child tax credit to $2,000 per qualifying child;
o Limited 529 plan distributions for elementary or secondary school to $10,000;
o Modified Itemized Deductions as follows:
 Reduced the threshold for deduction of medical expenses to 7.5% of AGI;
 The mortgage interest deduction was modified to reduce the limit on “new”
home acquisition indebtedness to $750,000;
 Repealed the home equity loan interest deduction;
 Limits the deduction for state and local income or property taxes to $10,000;
 Increased the income percentage for charitable contributions but denies a
deduction for payments made for college athletic event seating rights;
 Repealed all miscellaneous itemized deductions subject to the 2% floor;
o Made alimony payments, from a divorce or separation agreement executed after
12/31/2018, non-deductible by the payee and not included as income to the
recipient;
o Repealed the moving expense deduction, except for members of the armed forces
pursuant to permanent change of station orders;
o Excludes certain IRA recharacterizations;
o Increased the exemption amount before the AMT becomes applicable;
o Reduces the Affordable Care Act penalty to zero on taxpayers who do not obtain
minimal essential health insurance coverage; and,
o Doubles the estate and gift tax exemption amounts.
Again, these are only the highlights. However, it is important to point out, again, that the Tax
Cuts and Jobs Act expires after 2025 for Individuals and is made permanent for Corporations.
After the end of 2025, the Tax Code for Individuals reverts back to the 2017 rules. And,
while the Tax Cuts and Jobs Act was supposed to simplify tax filing for everyone, it looks to
have made it more complicated.

Sincerely,

Henry V. Kaelber, CPA, CFP®, CGMA
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Dear New Client,

Henry V. Kaelber, CPA, CFP®, CGMA appreciates the opportunity to work with you to
provide the professional services described below. Before I may provide any services for you
for the 2017 tax year, I am required to obtain a signed copy of this engagement letter. This
letter outlines and confirms our understanding of the terms and objectives of our engagement
and the nature and limitations of the services I will provide.
Engagement Objective and Scope
Your federal and any required state Individual Income Tax Return(s) (the “Return(s)”) for the
2017 tax year will be prepared based on information and representations that you provide me. In
the tax preparation process, I may organize your information for the purposes of preparing your
Return(s). However, I am not being engaged to and will not prepare formal financial statements.
In addition, I will not audit or independently verify the data you submit, although I may ask you
to clarify some of the information given.
Your Return(s) will be prepared solely for filing with the Internal Revenue Service (“IRS”) and
any required state and local tax authorities. My work is not intended to benefit or influence
any third party, either to obtain credit or for any other purpose. As such, I will not respond to
any request from banks, mortgage brokers or other lenders for verification of any information
reported on these Return(s).
You agree to indemnify and hold me and my firm harmless with respect to any and all claims
arising from the use of the Return(s) for any purpose other than filing with the IRS and state and
local tax authorities regardless of the nature of the claim, including the negligence of any party.
My engagement does not include any procedures designed to discover errors, fraud, or theft
and is limited to the professional services outlined above. Therefore, my engagement cannot
be relied upon to disclose such matters.
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CPA Firm Responsibilities
Unless otherwise noted, I will perform my services in accordance with the Statements on
Standards for Tax Services (“SSTS”) issued by the American Institute of Certified Public
Accountants (“AICPA”) and U.S. Treasury Department Circular 230 (“Circular 230”). It is
my duty to perform services with the same standard of care that a reasonable income tax
preparer would exercise in this type of engagement. It is your responsibility to safeguard
your assets and maintain accurate records pertaining to transactions. I will not hold your
property in trust for you, or otherwise accept fiduciary duties in the performance of the
engagement.
Your Return(s) will be prepared based upon your filing status (single, married filing jointly,
married filing separately, head of household or qualifying widow[er] with dependent child) as
reflected in your Return(s) for last year. If your filing status has changed, you wish to change
it, or you have questions about your filing status, please contact me immediately.
Confidentiality
If the Return(s) prepared in connection with this engagement are filed using the married
filing jointly filing status, both spouses are deemed to be clients of the firm under the terms
of this Agreement. Both individuals acknowledge that there is no expectation of privacy
from the other concerning our services in connection with this Agreement. I am at liberty to
share with either of you, without prior consent of the other, documents and other
information concerning the preparation of your Return(s).
Bookkeeping Assistance
During the course of my work for you, it may become necessary to advise that additional
bookkeeping or accounting work is needed, solely for the purpose of preparing the Return(s).
If so, I will discuss this need with you. If needed, I may be able to recommend someone for
this work as it is not always cost efficient to use me for bookkeeping services. However, if I
perform additional bookkeeping or accounting work, these services will be performed solely
in accordance with the AICPA Code of Professional Conduct and my efforts will not include
CPA audit or review procedures designed to discover fraud, theft, or other irregularities.
Estimated Payments
You may be required to make quarterly estimated tax payments. I will calculate these
payments for the current tax year based upon the information you provide to prepare your
2017 Return(s) and have no obligation to update recommended payments after the
engagement is completed. If you desire for me to update your estimated tax payments,
additional charges will apply.
Tax Planning Services
During the course of preparing the tax returns identified above, I may bring to your attention
potential tax savings strategies for you to consider as a possible means of reducing your taxes
in subsequent tax years. However, I have no responsibility to do so, and will take no action
with respect to such recommendations, as the responsibility for implementation remains with
you, the taxpayer.
Government Inquiries
All Return(s) are subject to examination or audit by the taxing authorities. In the event of an
examination or audit, you may be requested to produce documents, records, or other evidence
to substantiate the items of income and deduction or other information shown on your tax
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returns. In preparing your Return(s), I rely that you understand and have complied with
applicable documentation requirements for your expenses, deductions, and credits. If you
have questions about these requirements, you should ask me for clarification. If any of your
Return(s) are selected for examination or audit, I would be pleased to discuss providing
assistance to you for this specific purpose. It is always wise to immediately read and take
action when you receive notices from any tax authority. You understand that these additional
services are not included in my fees for your Return(s) preparation.
Divorce
If you inform me of your pending divorce, I will advise each of you to seek independent tax
advice. As you may have conflicting interests, you will both be required to sign a conflict of
interest waiver. I will not be able to advise either of you until your divorce is finalized. For
example, your income tax return filing status is an item about which I will need instruction.
Electing a filing status of married filing jointly establishes joint liability for taxes owed and
requires that certain tax related decisions be made prior to the preparation of Return(s).
Consequently, I will require a letter of instruction from both of your divorce attorneys
identifying items needed to prepare your Return(s) and your agreement to same before the
Return(s) can be prepared. In the event you elect to file separate Return(s), you will both be
required to sign new engagement letters prior to the preparation of them.
Tax Advice
With respect to any tax consulting matters that may arise for which you seek my assistance, I
will base my conclusions on the facts and assumptions that you submit and will not
independently verify this information. Inaccuracy or incompleteness of the information you
provide could have a material effect on my conclusions. My advice will be based upon tax
reference materials, facts, assumptions, and representations that are subject to change. Tax
reference materials include, but are not limited to the Internal Revenue Code (“IRC”), tax
regulations, Revenue Rulings, Revenue Procedures, Private Letter Rulings and court
decisions. I will not update my advice after the conclusion of the engagement for subsequent
legislative or administrative changes or future judicial interpretations. To the extent I provide
written advice concerning federal tax matters, I will follow the guidance contained in Circular
230, §10.37, Requirements for Written Advice.
Arguable Positions
As applicable, I will use my best judgment to resolve most questions in your favor where tax
law is unclear provided there is reasonable justification to do so. If I am aware that an
applicable tax law is unclear or there are conflicting interpretations, I will explain the
possible positions that may be taken on your return. I will follow the position you desire,
provided it is consistent with my understanding of the Internal Revenue Code, tax
regulations, and their interpretations. If the IRS or state tax authorities later contest the
position taken, additional tax, penalties and interest may be assessed. I assume no liability,
and you hereby release me from any liability for such additional tax, penalties, interest and
related professional fees.
Client Responsibilities
Included with this letter is a tax organizer to help you gather and document information
necessary to prepare your Return(s). Please complete the organizer with accurate and
complete information, identifying all of your worldwide income including any bartering
income.
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Documentation
You are responsible for maintaining adequate documentation to substantiate the accuracy and
completeness of your Return(s). You should retain all documents that provide evidence and
support for reported income, credits, and deductions on your Return(s) as required under
applicable tax laws and regulations. You are responsible for the adequacy of all information
provided in such documents. You represent that you have such documentation and can
produce it if necessary to respond to any audit or inquiry by tax authorities. You agree to
hold me and my firm harmless with respect to any additional taxes, penalties, interest and
professional fees resulting from the disallowance of tax deductions due to inadequate
documentation.
Personal Expenses
Unless otherwise advised, you confirm that your personal expenses, if any, are segregated
from business expenses and that expenses such as meals, travel, entertainment, vehicle use,
gifts and related expenses and that your expenses are supported by the proper documentation
required by the IRS. At your request, I can advise you on the types of records required.
Other State and Local Filing Obligations
While I will always endeavor to inform you of your tax filing requirements, you retain
responsibility for determining your tax filing obligations with any tax authorities, including,
but not limited to income, franchise, sales, use, business licenses or property taxes. You
agree that I have no responsibility to research these obligations or to inform you of them.
However, if it comes to my attention that you may have an obligation to file additional tax
reports, I will notify you of this in writing and ask you to contact me. Upon your
acknowledgement and approval, I will be happy to prepare these returns for you.
U.S. Filing Obligations Related to Foreign Financial Assets
As part of your filing obligations, you are required to report the maximum value of specified
foreign financial assets, which include financial accounts with foreign institutions and certain
other foreign non-account investment assets that exceed certain thresholds. In some but not
all cases, this filing obligation may overlap your FBAR filing obligations. You are
responsible for informing me of all foreign assets so I can properly advise you regarding your
filing obligations.
It is your responsibility to inform me if you directly or indirectly hold any interest or
signature authority in any assets located in a foreign country. Based upon the information
you provide, this information will be used to calculate any applicable foreign tax credits. I
will also use this data to inform you of any additional filing requirements, which may include
FinCEN Form 114, Report of Foreign Bank and Financial Accounts (FBAR). Failure to file
required forms can result in the imposition of both civil and criminal penalties, which can be
significant.
Foreign Filing Obligations
You are responsible for complying with any other country’s income reporting and tax filing
requirements. You acknowledge and agree that I have no responsibility to raise these issues
with you and that foreign filing obligations are not within the scope of this engagement.
Ultimate responsibility
You have final responsibility for your Return(s). I will provide you with a copy of your
electronic Return(s) and accompanying schedules and statements for review prior to filing
with the IRS and state and local tax authorities (as applicable). You agree to review and
examine them carefully for accuracy and completeness.
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You will be required to verify and sign a completed Form 8879, IRS e-file Signature
Authorization, and any similar state and local equivalent authorization form before your
Return(s) can be filed electronically.
In the event that you do not wish to have your Return(s) filed electronically, please contact
me. Additional procedures will apply. You will be responsible for reviewing the paper
returns for accuracy, signing them, and filing them timely with the tax authorities.
Investment Advice Exclusion
If you provide me with copies of brokerage and or investment advisory statements, I will use
the statement information solely in connection with the preparation your income tax returns.
I will rely on the accuracy of the information provided in the statements and will not
undertake any action to verify this information. I will not monitor investment activity,
provide investment advice, or supervise the actions of the entity or individuals performing
investment activities on your behalf. I recommend that you receive and review all brokerage
and or investment advisory statements promptly and carefully, and direct any questions
regarding activities on your account to your broker or investment advisor. If you desire
investment advisory services, you may request these services through ELF Capital
Management, LLC, a separate registered investment advisor firm owned by me.
Extension of Returns
The original filing due date for your Individual Income Tax Return is 4/17/2018. It may become
necessary to apply for an extension of the filing deadline if there are unresolved tax issues or
delays in processing, or if I do not receive all of the necessary information from you on a timely
basis. Due to the high volume of tax returns prepared by my firm, if you are unable to
provide me all of your Individual information and documentation by 3/10/2018, you must
contact me in writing and request that I apply for an extension of the filing deadline on
your behalf. In order to file for an extension, I will still need a signed copy of this engagement
letter and sufficient information to estimate your taxable income in order to obtain a valid
extension of time to file. Failure to timely request an extension of time to file can result in
penalties for failure to file tax returns, which accrue from the original due date of the
returns, and can be substantial.
All taxes owed are due by the original 4/17/2018 filing due date. Additionally, extensions may
affect your liability for penalties and interest or compliance with government or other deadlines.
You acknowledge that I am not responsible for penalties or interest resulting from your
underpayment of estimated taxes or timely filing of your Return(s). Preparation of the
application for an extension of the filing deadline will result in additional fees charged due to the
computation of the anticipated tax liability and the preparation of the extension request.
Penalties and Interest Charges
Federal, state, and local tax authorities impose various penalties and interest charges for noncompliance with tax laws and regulations, including failure to file or late filing of returns, and
underpayment of taxes. You remain responsible for the payment of all tax, penalties, and
interest charges imposed by the tax authorities.
As discussed above, I will rely on the accuracy and completeness of the information you
provide me in connection with the preparation of your tax returns or advice given. In the
event that your tax return is examined or audited by the taxing authorities, failure to
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substantiate the items of income and deduction shown on your filed tax returns can result in
the imposition of penalties and interest charges.
Fees and Billings
My professional fee for the services outlined above will be based on the complexity of the work
and the time required performing these services, plus out-of-pocket expenses if any. In addition,
this fee is dependent on the timely delivery, availability, quality and completeness of the
information you provide to me. In the event your records are not submitted in a timely manner,
or are incomplete or unusable, I reserve the right to charge additional fees and expenses for
services required to correct the problem.
You agree to pay all invoices as presented to you. My invoices to you are due upon receipt.
Please notify me in writing if you dispute any entry for services, fees or costs on any invoice. In
the event your payment is not received when due, I will not be responsible for your failure to
meet government and other filing deadlines, for any penalties or interest that may be assessed
against you resulting from your failure to meet deadlines, and for any other damages incurred by
you as a result of the later filing or non-filing of the Return(s).
Electronic Data Communication and Storage and Use of Third Party Service Provider
In the interest of facilitating our services to you, we may send data over the Internet, store
electronic data via computer software applications hosted remotely on the Internet, or allow
access to data through third-party vendors’ secured portals or clouds. Electronic data that is
confidential to you may be transmitted or stored using these methods. I may use third-party
service providers to store or transmit this data, such as providers of tax return preparation
software. In using these data communication and storage methods, my firm employs
measures designed to maintain data security. I use reasonable efforts to keep such data and
communications access secure in accordance with my obligations under applicable laws and
professional standards. I also require all of our third-party vendors to do the same.
You recognize and accept that I have no control over the unauthorized interception or breach
of any communications or data once it has been sent or has been subject to unauthorized
access, notwithstanding all reasonable security measures employed by me or my third-party
vendors. You consent to my use of these electronic devices and applications and submission
of confidential client information to third-party service providers during this engagement.
Assignment and Termination
My services, under this engagement letter, will conclude one year from the date of this letter.
No Assignment of this engagement shall be made by me without your written consent. I
reserve the right to withdraw from this engagement without completing the returns if you fail
to comply with the terms of this engagement letter or as I determine professional standards
require. You may withdraw from this engagement at any time by giving me written notice of
your intent to do so. Upon termination, you shall pay any fees owed to me, plus out of pocket
expenses, as of the effective date of termination.
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Required Response
As always, I appreciate this opportunity to be of service to you. Please sign and date this
engagement letter and return it to me to acknowledge your agreement with it. It is my policy
to initiate services only after I’ve received a signed copy of this engagement letter from you.
Sincerely,

Henry V. Kaelber, CPA, CFP®, CGMA

ACCEPTED:

_____________________________
Taxpayer Name

Date

_________________

_____________________________
Spouse Name

Date

_________________

Please provide the email address that you would like for me to use in corresponding with you.
The current E-mail address on file is: _________________________
If this E-mail address is incorrect or blank, please correct it below.

New E-mail address: _________________________________________________
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