
Business/Fiduciary Tax Return Acknowledgement & Preferences 
 

 

Please Sign & Date below: 
Due to Federal and State Regulations, we are required to have you complete and sign this page indicating 
having read and fully understood the attached engagement letter. 
I/we agree to engage Toyer, Dietrich & Associates in accordance with the terms indicated in the engagement letter.  I/we understand 
the returns are to be prepared from information I/we provide and that the final responsibility for a complete and accurate return rests 
with me/us.  It is also my/our responsibility to review and understand the information on the returns prior to signing and filing them. If 
the engagement is terminated by either party prior to completion, I/we remain liable for all charges incurred in the preparation of the 
tax return(s) up until that point and agree to pay such charges upon receipt of invoice.  I/we also understand that payment for services 
is due at the time of pick-up and that my return(s) will not be filed until payment is made or payment arrangements have been 
made and agree that Toyer, Dietrich & Associates are not liable for any penalties and/or interest that may be incurred. Taxes are 
processed in the order received. Peak season is January-May and returns received may take longer to complete during and in the 
months after this time due to the volume of returns received. Toyer, Dietrich & Associates will treat all tax documents received for 
processing without this signed document as an acceptance of the terms included in the enclosed engagement letter.  
 
              

 Business/Trust/Estate Name(s)     Name of Contact Person 

 
              
Signature      Date 
 

HOW DO YOU WANT TO RECEIVE YOUR TAX RETURN? 

 I want to pick up a paper copy from the office   I want my paper copy mailed* to: 
         _________________________________ 
 I want a digital* copy email required    _________________________________ 
          Please send it certified   
* If you request to have your return delivered to you only digitally or by mail, a summary of your return, eFile Signature Form, and invoice for our services will be sent 
to you.  Your full return will be sent after payment has been made. Any original documents you provided will be mailed back to you. 
 

□ Phone _________________________ 

 

□ Email _________________________ 

 

THE BEST WAY TO CONTACT YOU HOW DO YOU WANT TO FILE YOUR RETURN? 

 I want to file it electronically* (default if none selected) 
 I want to mail in a paper copy** 
* You will be required to verify and sign a completed Form 8879, IRS e-file Signature 
Authorization, and any state equivalent authorization form before your returns can be filed 
electronically. If married and filing jointly, your spouse will also need to sign. If no preference is 
indicated, we will set your return up to eFile.  
**You will be required to sign an opt-out form indicating that you do not want to e-file your tax 
return. 

IF YOU WILL BE PROVIDING US WITH A QUICKBOOKS FILE: 

If you are sending an Accountant’s Copy through QuickBooks, please call and confirm we have received it. 
 

QuickBooks Version:     Password:        

 Report of Income received 
 Record of Expenses Paid including 

mileage, home office, travel, meals and 
entertainment, and any car/truck expenses 

 Bank Statements for the year 
 Any B&O Tax Statements for the year 
 Excise Tax Returns for the year 
 Payroll Tax Returns for the year 

 

ITEMS NEEDED FOR YOUR RETURN INCLUDE: 

 If you are not sending us a QuickBooks file, 
please also include: 

o Balance Sheet 
o Profit and Loss report 
o Inventory Valuation 
o Payroll Summary 
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Please provide and/or correct any information that is missing or outdated  
 

Estate/Trust Name:          EIN:      
Mailing Address:        City:    State:    Zip:   
Fiduciary Contact Name:        Title:      
Email:        
Contact Phone Numbers: 
Office:     Cell:      Home:      
 
ESTATE ONLY 
Decedent’s Date of Death:     Decedent’s Social Security #:      
 
TRUST ONLY: 
Trust type: Simple Complex Grantor Other        
Date Trust Created:        
 

Required Information 
Estate Trust 

 Copy of Decedent’s Last Will & 
Testament 

 Copy of court filing (Letters 
Testamentary, for example) 

 Copy of death certificate 
 Copy of any tax forms issued to the 

decedent or estate for the tax year 
(W-2, 1099, brokerage and other 
income statements) 

 Copy of Trust documents 
 All tax forms issued to the trust for 

the tax year (K-1, 1099 & brokerage 
and other income statements) 

 
QuickBooks Users 
If you maintain the Trust or Estate’s books using QuickBooks, you may provide our office with either an 
Accountant’s Copy (2022 or newer for Desktop) or Backup Copy (older than 2022 for Desktop). Please 
complete the green Tax Return Acknowledgment & Preferences sheet to let us know the version you are 
providing and the password to access it. 
 
Other Bookkeeping System Users 
If you maintain the estate or trust’s books using another accounting software, please provide our office with the 
following: 
 Revenue/Expense Statement 
 Balance Sheet 
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You will not need to fill out the income, expense and balance sheet sections of this checklist 

 
If you would like our accounting staff to prepare income and expense reports for you, there will be an additional 
fee to do so. If you prefer this option, please provide us with the following documents: 
 Business Bank statements for all months of the year 
 Credit cards (for business-use credit cards) 
 Receipts for cash purchases not shown on bank or credit card statements 
 Checkbook register (please identify all checks by entering an expense category the memo section) 

 

FILING INFORMATION - Please answer “Yes” or “No” to the following questions YES NO 
Is this a qualified revocable trust filing an original return that wishes to make a 645 
Election to be taxed as an estate? This election allows a qualified/revocable trust to be 
treated and taxed – for income tax purposes – as part of its related estate during the 
election period. Once the election is made, it cannot be revoked. 

  

What is the Estate/Trust state of residence? ___________ 
Is there a change in address or Fiduciary name? 
If “Yes,” describe: 

  

Did the estate or trust receive tax-exempt income? 
If “Yes,” how much: $_____________ 

  

Did the estate or trust receive all or any part of the earnings of a person? 
If “Yes,” describe: 

  

 
BENEFICIARY INFORMATION – Please enter information for all Estate or Trust beneficiaries  

First Name – Last Name 

Social 
Security 
Number 

Mailing Address 
City, State, Zip 

Beneficiary’s 
share of 
income, 

deductions, 
etc. 
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Distributions of money or property to beneficiaries during the year  
Beneficiary Name Amount Distributed Description 
   
   
   
   
   
   

 
Income required to be distributed during the year     $      
 
Other amounts paid, credited, or otherwise required to be distributed $      
 
Use this space to provide additional information about distributions made to beneficiaries:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DISTRIBUTIONS  
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Did the estate or trust receive or pay a seller-financed mortgage?    Yes   No 
If “Yes,” describe: 
 
 
Did the estate or trust receive income from an installment sale?    Yes   No 
If “Yes,” describe: 
 
 
 
 
Did the estate or trust sell property?         Yes   No 
Please include all brokerage statements or closing documents. 
 
 
Did the estate or trust receive income from a self-employed small business?  Yes   No 
If “Yes,” please complete the “Sole Proprietorship” Organizer Section 
and include all 1099 forms received for the tax year. 
 
Did the estate or trust receive income from rental real estate?    Yes   No 
If “Yes,” please complete the “Rental” Organizer Section 
and include all 1099-MISC forms received for the tax year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

INCOME – Please provide any brokerage statements showing stock and bond sales with proof of basis 
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Expense Amount Expense Amount 
Fiduciary fees $ Attorney fees $ 
Accounting $ Tax Preparation $ 
Expenses for maintaining property 
held by the estate 

$ Qualified residence interest (interest 
paid by estate on properties) 

$ 

Investment interest $ Investment advisory fees $ 
Subscriptions to investment advisory 
magazines 

$ Safe deposit box $ 

Amounts permanently set aside for 
charitable purposes 

$ Wages (W-2s must be issued) $ 

Mortgage interest (paid to banks) $ Cell phone (100% of charges) 
Business use % 

$ 
% 

Other interest (not auto or home loan) $ Telephone expense (do not include the 
cost of main home phone line) 

$ 

Legal and professional services $ Professional continuing education $ 
Office expense $ Internet service $ 
Pension & profit sharing plans $ Parking and tolls $ 
Rent or lease (vehicles, machinery, 
equipment) 

$ Other expenses:  

Rent (Office, lease, storage) $ 
Repairs & Maintenance $ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

EXPENSES 


