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Payroll Services Engagement Letter  

addendum to Fixed Pricing Agreement (“FPA”) 

 

Casey LeSueur Getz CPAs, PLLC (“firm,” “we,” “us,” or “our”) is pleased to provide your 
company (“you” and “your”) with the professional services described below. This letter, 
and the attached Terms and Conditions Addendum and any other attachments 
incorporated herein (collectively, “Agreement”), confirm our understanding of the 
terms and objectives of the engagement and the nature and limitations of the services 
we will provide. The engagement between you and our firm will be governed by the 
terms of this Agreement. 

Upon acceptance of our Fixed Pricing Agreement, provided to you separately, you 
agree to the terms and conditions contained in this engagement letter. 

Engagement Objectives and Scope 

We will process your payroll based upon your salary and/or hourly reports. You will 
be required to verify the time worked before we process the payroll.  

 

Generally, we will provide periodic payroll services agreed upon by you and us, 
typically using our contracted wholesale third-party payroll platform (currently ADP 
or Intuit).  Those services may include any of the following: 

• Process payroll records using the time records provided and approved by you; 
• Provide 3rd party prepared quarterly and annual federal and state(s) payroll 

tax reports; 
• Provide 3rd party prepared IRS Forms W-2 and W-3; and  
• Prepare IRS Forms 1096, Annual Summary and Transmittal of U.S. Information 

Return, and series 1099 forms (optional, as engaged). 

OR* 

• Prepare federal and applicable state quarterly and annual payroll tax returns; 
• Transmit approved salary and wage expenses or other disbursement 

information as authorized by you; and 
• Remit your federal and state payroll taxes electronically through your bank, 

after written authorization from you. 

*Manual payrolls our firm may process internally.  
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As part of these services, your responsibilities are as follows: 

• Provide written pre-approval for any pay rate or salary changes, new employees, 
and paid contractors.. 

• Review and approve the monthly summary of payments made. 

Our engagement cannot be relied upon to identify or disclose any errors, fraud, theft, 
illegal acts, wrongdoing within the entity or noncompliance with laws and regulations. 
In addition, we have no responsibility to identify and communicate deficiencies or 
material weaknesses in your internal control system as part of this engagement. 

CPA Firm Responsibilities 

This engagement is limited to the professional services outlined above. Services 
related to the tax forms identified above will be performed in accordance with the 
Statement on Standards for Tax Services issued by the American Institute of Certified 
Public Accountants. 

The above professional services will be performed based upon information you 
provide to us. We will perform our services under the assumption that all information 
you submit is true, complete and accurate according to documents and other 
information retained in your files or communications from you. We will not verify or 
audit this information. 

Client Responsibilities 

Your management is responsible for: 

• designing, implementing, and maintaining internal controls, including but not 
limited to, controls related to accuracy, privacy and security of employee 
information, social security numbers, salary and wage records, including 
related time records; accuracy of updates to salary and wage records 
pertaining to employee status or salary changes; reconciliation of payroll bank 
accounts; and monitoring of ongoing payroll-related activities; 

• the safekeeping of assets and preventing and detecting fraud, including the 
design and implementation of programs and controls to prevent and detect 
fraud; 

• identifying and ensuring that you comply with the laws and regulations 
applicable to your activities in all jurisdictions; 

• making all personnel, financial records and related information available to us 
on a timely basis, including communications from you; and 

• ensuring that the records and information are complete, accurate and 
safeguarded. 
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Your management agrees to: 

• make all management decisions and perform all management functions, 
including determining account codings and approving all proposed journal 
entries; 

• designate an individual who possesses suitable skill, knowledge, or experience, 
preferably within senior management, to oversee our services; 

• evaluate the adequacy and results of the services performed, including but not 
limited to, reviewing the work product we provide to you and notifying us 
promptly of any payroll discrepancies; 

• accept responsibility for the results of the services; and 

• maintain adequate funds in any bank accounts from which you authorize us 
to pay salary and wage expenses and payroll taxes, and provide us with the 
information necessary to access such accounts. 

You are responsible for providing us with your salary and wage data and information 
in a timely manner.  If you fail to adhere to the timing schedule agreed upon by you 
and us, you will be responsible for any penalties and interest assessed by tax 
authorities for the late filing of returns or deposit of taxes. You are responsible for 
retaining all necessary written support and documentation should it be required for 
a potential examination by any government or regulatory authority at a later date. 

Employment records  

You are responsible for obtaining Form I-9, Employment Eligibility Verification, from 
each new employee at the time of employment. In addition, Form W-4, Employee’s 
Withholding Allowance Certificate, and the applicable state equivalent should be 
retained for all employees. Failure to obtain these forms may subject an employer to 
penalties. Additional state requirements related to employment records may exist. At 
your written request, we are available to provide written answers to your questions 
on required documentation. 

Worker classification 

You acknowledge and confirm that you, in consultation with other professional 
advisors, as needed, are responsible for determining the correctness of any worker 
classification. Payroll tax withholding and related employer payroll tax implications 
result from this determination. We cannot advise you with respect to worker 
classification and will rely upon your determination of same. 

We recommend obtaining a signed contract and signed Form W-9, Request for 
Taxpayer Identification Number and Certification, or Form W-8BEN, Certificate of 
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Foreign Status of Beneficial Owner for United States Tax Withholding and Reporting 
(Individuals), from all independent contractors. You should provide all independent 
contractors with both forms and let them decide which form (W-9 or W-8BEN) is 
reflective of their status. 

You should also issue a Form 1099-NEC, Nonemployee Compensation, to all 
unincorporated domestic independent contractors to whom you pay $600 or more 
for services. For those who provided a completed Form W-8BEN, a Form 1042-S must 
be issued to individuals if any payment is made from U.S. sources that would be 
deemed to be fixed or determinable annual or periodical income or other types of 
income included in the instructions, even if these payments are subject to a reduced 
income tax withholding rate or are exempt from income tax withholding due to an 
income tax treaty. In addition, state rules should also be reviewed to determine if 
state taxes are required to be withheld and separate returns completed for any 
independent contractor. At your written request, we are available to provide written 
answers to your questions on required documentation and only written responses 
from us may be relied upon. 

Some of these filings are due as early as January 31st and significant penalties are 
assessed for late filing, non-filing and filing of incorrect information. Preparation of 
these forms is not within the scope of this engagement. If you ask us to prepare 
these forms, and we agree to prepare them, we will confirm this engagement in a 
separate Agreement. If you fail to adhere to the filing deadlines, you will be 
responsible for any penalties, interest and related professional fees for the improper 
filing. 

You have the final responsibility for the accuracy of payroll tax returns. Please review 
the returns carefully before an authorized officer signs them. 

Timing of Engagement 

We expect to begin our services, as described in the Fixed Pricing Agreement and 
mutually determined by you and us. The timing of our work is dependent upon the 
timely receipt of the information we request from you. Our services will conclude after 
one of the following events has occurred: 

• Issuance of the deliverable(s) outlined in this Agreement; 

• written notification by either party that the engagement is terminated; or 

• one (1) year from the execution date of this Agreement.  

Professional Fee 

Our professional fee for the services outlined above is detailed in the FPA.  This fee 
is based upon the complexity of the work to be performed, and our professional time, 
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as well as out-of-pocket expenses.  This fee depends upon the timely delivery, 
availability, quality, and completeness of the information you provide to us. You agree 
that you will deliver all records requested and respond to all inquiries made by our 
staff to complete this engagement on a timely basis.  

We require that all outstanding invoices be paid prior to releasing the deliverables. 
We do not release incomplete deliverables.  

We appreciate the opportunity to be of service to you.   
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