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Griffing & Company, P.C.  Privacy Policy  

 
 
CPAs, like all providers of personal financial services, are now required by law to inform their clients of their policies 
regarding privacy of client information. CPAs have been and continue to be bound by professional standards of 
confidentiality that are even more stringent than those required by law.  Therefore, we have always protected your right to 
privacy. 
 

Types of Nonpublic Personal Information We Collect  
 

We collect nonpublic personal information about you that is provided to us by you or obtained by us with your 
authorization.  
 
Parties to Whom We Disclose Information  
 
For current and former clients, we do not disclose any nonpublic personal information obtained in the course of our 
practice except as required or permitted by law.  Permitted disclosures include, for instance, providing information to our 
employees, and in limited situations, to unrelated third parties who need to know that information to assist us in 
providing services to you.  In all such situations, we stress the confidential nature of information being shared.   
 
Protecting the Confidentiality and Security of Current and Former Clients’ Information 
 
We retain records relating to professional services that we provide so that we are better able to assist you with your 
professional needs and, in some cases, to comply with professional guidelines.  In order to guard your nonpublic personal 
information, we maintain physical, electronic, and procedural safeguards that comply with our professional standards.  
 
Griffing & Company, P.C. will dispose of its business records that contain personal information by modifying the personal 
information to make it unreadable or undecipherable. We may make personal information unreadable by shredding, 
erasing, or other means. We may also dispose of personal information by contracting with a person engaged in the business 
of disposing of records that contain confidential information. 
 
Please call if you have any questions, because your privacy, our professional ethics, and the ability to provide you with 
quality financial services are very important to us. 
 
Very truly yours, 
 

 
 
Griffing & Company, P.C.  
 
 
 
 



Griffing & Company, P.C.
One Sugar Creek Center Blvd., Suite 650 

Sugar Land, TX 77478 
(281) 491-8866 Fax (281) 491-8998

Dear ______________________________: 

This letter is to confirm our understanding of the terms and objectives of our tax services engagement and to 
clarify the nature and extent of the tax services to be provided. 

We will prepare the federal and requested state income tax returns for calendar year 2022 solely for filing with the 
Internal Revenue Service. We will also prepare, at your request, any gift tax returns that may be necessary.  Our 
work is not intended to benefit or influence any third party, either to obtain credit or for any other purpose.  You 
represent that the information you are supplying to us is accurate and complete to the best of your knowledge and 
that you have disclosed to us all relevant facts affecting the returns. We will not verify the information you give us; 
however, we may ask for additional clarification of some information.  In addition, we rely on the accuracy of 
third-party records such as the gain/loss on investment transactions.  You should retain all the documents, 
canceled checks and other data that form the basis of income and deductions.  These may be necessary to 
prove the accuracy and completeness of the returns to a taxing authority.  You have the final responsibility for the 
income tax returns and, therefore, you should review them carefully before you sign them.  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 returns can be filed electronically. 

Our services are not intended to determine whether you have filing requirements in other taxing jurisdictions than 
the one(s) you have informed us of.  You are responsible for determining your tax filing obligations with any state 
or local tax authorities, including, but not limited to income, franchise, sales, use, property or unclaimed property 
taxes.  Our responsibilities do not include the preparation of any returns that may be due to other taxing 
authorities. 

If the returns 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.  We are at liberty to share with either of you, without prior consent of the other, documents and other 
information concerning the preparation of your tax returns. 

It may become necessary to apply for an extension of the filing deadline if there are unresolved issues or delays 
in processing, or if we do not receive all of the necessary information from you on a timely basis.  All taxes owed 
are due by the original filing due date.  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. 

Our work in connection with the preparation of your income tax return does not include any procedures designed 
to discover defalcations or other irregularities, should any exist. If we discover information that affects your prior-
year tax returns, we will make you aware of the facts. However, we cannot be responsible for identifying all items 
that may affect prior-year returns. If you become aware of such information during the year, please contact us to 
discuss the best resolution of the issue. 

In connection with this engagement, we may communicate with you or others via email transmission.  As emails 
can be intercepted and read, disclosed, or otherwise used or communicated by an unintended third party, or may 
not be delivered to each of the parties to whom they are directed and only to such parties, we cannot guarantee 
or warrant that emails from us will be properly delivered and read only by the addressee.  Therefore, we 
specifically disclaim and waive any liability or responsibility whatsoever for interception or unintentional disclosure 



or emails transmitted by us in connection with the performance of this engagement.  In that regard, you agree 
that we shall have no liability for any loss or damage to any person or entity resulting from the use of email 
transmissions, including any consequential, incidental, direct, indirect, or special damages, such as loss of 
revenues or anticipated profits, or disclosure or communication of confidential or proprietary information. 

Certain nonpublic information about you may be disclosed to provide information to affiliates of the firm and non-
affiliated third parties who perform services or functions for us in conjunction with our services to you.  However, 
we will only make such a disclosure if we have a contractual agreement with the other party which prohibits them 
from disclosing or using the information other than for the purposes for which it was disclosed.  

We will use professional judgment in resolving questions where the tax law is unclear, or when conflicts exist 
between taxing authorities' interpretations of the law and other supportable positions. Unless otherwise instructed 
by you, we will resolve such questions in your favor whenever possible.  However, any tax position taken must 
satisfy professional standards. 

It is important for you to know that the law imposes a penalty if a taxpayer makes a substantial understatement of 
tax liability. For individual taxpayers, a substantial understatement is when the understatement for the year 
exceeds the greater of 10% of the tax required to be shown on the return or $5,000. The penalty is 20% of the tax 
underpayment. It may be necessary to make certain disclosures in the return to avoid exposure to penalties.  

We will discuss tax positions that may increase the risk of exposure to penalties and any recommended tax return 
disclosures with you before completing the preparation of the returns. You should also know that IRS audit 
procedures will almost always include questions on bartering transactions and on deductions that require strict 
documentation such as travel and entertainment expenses and expenses for business usage of autos, 
computers, and cell phones. In preparing your returns, we rely on your representations that we have been 
informed of all bartering transactions and that you understand and have complied with the documentation 
requirements for your expenses and deductions. If you have questions about these issues, please contact us. 

Certain communications involving tax advice between you and our firm may be privileged and not subject to 
disclosure to the IRS. By disclosing the contents of those communications to anyone, or by turning over 
information about those communications to the government, you may be waiving this privilege. To protect this 
right to privileged communication, please consult with us or your attorney prior to disclosing any information about 
our tax advice. 

Your returns may be selected for examination by the taxing authorities. Any proposed adjustments by the 
examining agent are subject to certain rights of appeal. If an examination occurs, we will represent you if you so 
desire; however, these additional services are not included in our fee for preparation of your returns and will be 
the subject of, and governed by a separate engagement letter. 

Our fees for tax services will be based upon the applicable rates, plus out-of-pocket expenses, including computer 
processing charges. Hourly rates vary from $80 to $275 per hour depending on the individual providing the 
services. Our bills are due when you receive them. We may bill you on an interim basis prior to completion of this 
engagement, and are not contingent upon the completion of this engagement if caused by circumstances beyond 
our control.  

We reserve the right to discontinue work on your tax return if payment is not received within 30 days of invoicing, 
for conflicts of interest, for those who provide tax information late, for those who refuse to take our advice and act 
unethically. If we terminate the engagement for nonpayment, or any other reason in this engagement letter, our 
engagement will be considered to be completed upon written notice to you and you will be responsible for all of 
our time and costs through the termination date. 

In the case that we receive any of your original tax documentation, we will return it to you at the completion of the 
engagement.  The remaining engagement files, other than a copy of your tax return, is our property.  We will 
provide copies at our discretion and will require compensation for any time and costs associated with the 
reproduction. 

In addition, should you have any foreign investments or income, that would require the preparation and filing of 
the following forms, you are responsible for disclosing this information to us. 



Form 114:  Report of Foreign Bank and Financial Accounts (FBAR): 
If you have a financial interest in or signature authority over a foreign financial account, including a bank account, 
brokerage account, mutual fund, trust or other type of foreign financial account, exceeding thresholds, the Bank 
Secrecy Act may require you to report the account yearly to the Department of Treasury by electronically filing a 
Financial Crimes Enforcement Network (FinCEN) 114, Report of Foreign Bank and Financial Accounts (FBAR). 

Form 8938:  Statement of Specified Foreign Financial Assets 
Filing Requirements:  U.S. citizens, U.S. residents, and certain non-resident aliens that have an interest in 
specified foreign financial assets; and you meet the threshold reporting requirements to file a tax return. 

Our liability for damages with respect to the services provided shall in no event exceed the charges paid to us for 
these services. 

Any disputes arising as the result of this matter, engagement, or relationship shall be submitted to binding 
arbitration under the rules of the American Arbitration Association.  Any litigation resulting from this engagement 
must be filed within one year of the completion of the engagement, except for our actions to collect payment for 
unpaid invoices. 

If we are required to respond to a subpoena, court order, other legal process to produce documents for this 
engagement, you agree to compensate us at our hourly rates, as referred to above, for any time expended and all 
cost in connection with our response. 

If we are obligated to pay any cost, settlement judgement, fine or penalty as a result of a claim by a third party, 
and if such claim is directly or indirectly related to inaccurate, incomplete or misleading information provided by 
you for this engagement, you agree to indemnify us and hold us harmless against such obligation. 

In the event that it should become necessary to retain an attorney to collect any fee under this agreement, you 
agree to pay any attorney's fees and costs regardless of whether suit is filed.  Payment of your account balance 
according to stated terms is a condition precedent to the performance of additional work on your account.  
Continued work on our part under any circumstances is not a waiver of this condition. 

We appreciate this opportunity to serve you. If you have any questions or need any additional information, please 
do not hesitate to call. 

Very truly yours, 

GRIFFING & COMPANY, P.C. 

The foregoing is in accordance with my understanding of your engagement to provide tax services. The terms 
described in this letter are acceptable and are hereby agreed to. 

AGREED TO AND ACCEPTED: 

By: ________________________________ 

Date: _______________________________   

PLEASE NOTE THAT IF WE DO NOT RECEIVE YOUR TAX INFORMATION BY MARCH 10, 2023, WE 
CANNOT GUARANTEE THAT THE RETURN WILL BE COMPLETED BY APRIL 15, 2023.  THEREFORE, 
AN EXTENSION MAY NEED TO BE FILED.  

WE ARE REQUIRED TO FILE ALL TAX RETURNS ELECTRONICALLY. 

WE ARE REQUIRED TO OBTAIN A SIGNED ENGAGEMENT LETTER FOR ALL SERVICES WE PERFORM 
INCLUDING TAX PREPARATION. 

Sally
Sign Here






















































