
 
 

Break down of costs/Tips to reduce costs 
 
 
 
If you have a previous balance due, it must be paid in full prior to us completing any 
additional work. 
 
Rush fee is 25% of your previous years’ bill with a minimum of $250 
 
Here are some tips to help you minimize your tax preparation fees: 
 

We will be strictly adhering to our policy that we MUST have your signed engagement 
letters to be put in line for preparation. 
 
Bring all your data into us at one time – it is less efficient each time we pick-up your file 
to work on your returns.  
   
Have your data as well organized as possible – USE the checklists and your organizer.  
 
If in doubt, bring it with you!  If you think we might need some information but you 
aren’t sure, bring it with you or write it down.  It is better to have more information than 
we need than too little. 
 
Be sure to alert us to changes in your address, phone number, bank account 
information, e-mail, marital situation or dependents. 
 
Check the backup of your QB data files before you bring them to the office or upload them 
to ShareFile, to be sure you have the most current back up or copy of data on your thumb 
drive or uploaded. 
 
When you call, let us know the nature of your call that way we can direct you to the 
appropriate staff member to be the most efficient and cost effective for you. 
 
When we have a scheduled meeting or phone call, it is helpful to e-mail to give us a heads 
up on questions or issues you’ll want to discuss. 
 
Be sure to include your tax organizer when you bring in your tax data.  We use it as a 
guideline. 

   
Be sure to review the asset list we enclosed with your engagement letters.  It really helps 
keep your asset list cleaned up and accurate. 


