
Your 2021 Tax Organizer is enclosed and will assist you in collecting and reporting information necessary for us to prepare your 
2021 tax return.  It can serve as a guide when gathering your information.  Where available, prior year data is included for your 
reference.  Our 2021 Engagement Letter is also enclosed.  Please note that you are affirming to Bishop & Adkins, P.A. your 
understanding of, and agreement to, the terms and conditions of this engagement letter by any one of the following actions:  (1) 
returning your signed engagement letter to our firm; (2) returning your income tax information to us for use in the preparation of 
your returns; (3) the submission of the tax returns we have prepared for you to the taxing authorities; or (4) the payment of our 
return preparation fees.  

There are a couple of new forms most people will see this year, and which we need you to provide to us: 

__ IRS Letter 6475 for the 2021 stimulus check; and 

__ IRS Letter 6419 for the advance child credit. 

Speaking of the advanced child credit, if you received it in advance, please understand that your refund this year may be greatly 
reduced! 

We still need the annual information forms that are sent to you for tax purposes and some other information. As a reminder, 
here is a simple checklist:  

__ W-2 for wages  __ W-2G for gambling __ 1099-Int for interest 

__ 1099-DIV for dividends __ 1099-B Brokerage __ SSA-1099 Social Security 

__ 1099-NEC for income  __ 1099-Misc for income __1099-K for income 

__ 1099-R for retirement  __ 1099-G for refunds & unemployment 

__ 1099-Int for mortgages  __ 1098-T for tuition __ 1099-SA for HSA’s 

__ K-1 forms from investments in S corporations or partnerships 

__ Form 5498 for IRA values 

__ IRA and Roth IRA contributions for 2021 

__ Child care costs, and the name, address, amount and tax ID # of the recipient 

__ Charitable donations-total amounts and recipients 

__ Property tax paid on your home, property or cars 

__ Estimated tax payment amounts and dates paid 

__ Any letters you received from the IRS or state tax authorities 

__ Our engagement letter 

For any non-cash contributions and donations of property, the IRS has additional substantiation requirements. For property under 
$250, the donor must obtain a receipt from the donee or keep reliable records. Information may be obtained on the Web to assist 
in your valuation.  A donor who claims a non-cash contribution of at least $250 but not more than $5,000 is required to obtain a 
contemporaneous written acknowledgment.  For claimed non-cash contributions of $5,000 or more, in addition to a 
contemporaneous written acknowledgment, the donor must obtain a qualified appraisal. 

Thank you for your help in the completion of this organizer.  Please contact us if you need assistance. 



BISHOP & ADKINS, P.A. 
612 ROCK SPRING ROAD 

BEL AIR, MD 21014 

410-893-7453

2021 ENGAGEMENT LEITER 

 

We appreciate the opportunity to work with you. This letter is to specify the terms of our engagement, clarify the nature and 

extent of the services we will provide, and confirm an understanding of our mutual responsibilities. This letter is also 

intended to serve as the engagement letter for the tax returns of any minor children we prepare for you, unless you request 

otherwise. If you would like a separate engagement letter for the tax return(s) of minor children, please let us know in 

writing. 

Please note that you are affirming to Bishop & Adkins, P.A. your understanding of, and agreement to, the terms and 

conditions ofthis engagement letter by any one of the following actions: (1) returning your signed engagement letter to our 

firm; (2) returning your income tax information to us for use in the preparation of your returns; (3) the submission of the tax 

returns we have prepared for you to the taxing authorities; or (4) the payment of our return preparation fees. 

Engagement Objective and Scope 

We will prepare your 2021 federal form 1040 U.S. Individual Income Tax Return and your 2021 resident state individual 

income tax return. 

We will not prepare any tax returns except those identified above, without your written request, and our written consent to do 

so. We will prepare your tax returns based upon information and representations that you provide to us. We have not been 

engaged to and will not prepare financial statements. We will not audit or otherwise verify the data you submit to us, 

although we may ask you to clarify certain information. 

We will prepare the above-referenced tax returns solely for filing with the Internal Revenue Service ("IRS") and state and 

local tax authorities as identified above. Our work is not intended to benefit or influence any third party, either to 

obtain credit or for any other purpose. 

You agree to indemnify and hold us harmless with respect to any and all claims arising from the use of the tax returns 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. 

Our engagement does not include any procedures designed to detect errors, fraud, or theft. Therefore, our engagement cannot 

be relied upon to disclose such matters. This engagement is limited to the professional services outlined above. 

CPA Firm Respons1biliti.es 

Unless otherwise noted, we will perform our services in accordance with the Statements on Standards for Tax Services 

("SSTSs") issued by the American Institute of Certified Public Accountants ("AICPA") and U.S. Treasury Department 

Circular 230 ("Circular 230"). It is our 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. We will not hold your property in trust for you, or otherwise accept fiduciary duties in the 

performance of the engagement. 
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2021 1040 I us I Miscellaneous Questions

If any of the following items pertain to you or your spouse for 2021, 
please check the appropriate box and provide additional information if necessary. 

PERSONAL INFORMATION 

Yes No 

□ □ Did your marital status change during the year?

□ □ Did your address change during the year?

□ □ Could you be claimed as a dependent on another person's tax return for 2021?

DEPENDENTS 

□ □ Were there any changes in dependents?

□ □ Were any of your unmarried children who might be claimed as dependents 19
years of age or older at the end of 2021?

□ □ Did you have any children under age 19 or full-time students under age 24 at the
end of 2021, with interest and dividend income in excess of $1,100, or total
investment income in excess of $2,200?

HEALTH CARE COVERAGE 

□ □ Did you and your dependents have healthcare coverage for the full year?

□ □ Did you receive IRS document Form 1095-A (Health Insurance Marketplace
Statement), if so, please attach.

INCOME 

□ □ Did you receive unreported tip income of $20 or more in any month?

□ □ Did you cash any Series EE U.S. savings bonds issued after 1989 and pay
qualified higher education expenses for yourself, your spouse, or your
dependents?

□ □ Did you receive any disability income?

□ □ Did you have any foreign income or pay any foreign taxes?

□ □ Did you receive alimony during 2021? If yes, please provide the document
containing your alimony terms and agreement. Date of divorce or separation
agreement:

Miscellaneous Questions 
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2021 1040 I us I Miscellaneous Questions

PURCHASES, SALES AND DEBT 

□ □ Did you start a business or farm, purchase rental or royalty property, or acquire

an interest in a partnership, S corporation, trust, or REMIC?

□ □ Did you purchase or dispose of any business assets (furniture, equipment,

vehicles, real estate, etc.), or convert any personal assets to business use?

□ □ Did you buy or sell any stocks, bonds or other investment property in 2021?

□ □ Did you purchase, sell, or refinance your principal home or second home, or did

you take a home equity loan? If so, please provide the settlement sheets for the

purchase, sale and/or refinance of all properties involved.

□ □ Did you purchase a home in 2021 and you were overseas on official extended

duty?

□ □ Did you make any residential energy-efficient improvements or purchases

involving solar, wind, geothermal or fuel cell energy sources?

□ □ Did you have any debts canceled or forgiven?

RETIREMENT PLANS 

□ □ Did you receive a distribution from a retirement plan (401(k), IRA, SEP,

SIMPLE, Qualified Plan, etc.)?

□ □ Did you make a contribution to a retirement plan (401(k), IRA, SEP, SIMPLE,

Qualified Plan, etc.)?

□ □ Did you transfer or rollover any amount from one retirement plan to another

retirement plan?

□ □ Did you convert part or all of your traditional, SEP, or SIMPLE IRA to a Roth

IRA in 2021?

EDUCATION 

□ □ Did you receive a distribution from an Education Savings Account or a Qualified

Tuition Program?

□ □ Did you, your spouse, or a dependent incur any tuition expenses that are required

to attend a college, university, or vocational school? If so, please provide form( s)

1098T and a bursar's account statement for each institution attended.

Miscellaneous Questions (Continued) 
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2021 1040 I us I Miscellaneous Questions

ITEMIZED DEDUCTIONS 

□ □ Did you incur a loss because of damaged or stolen property?

□ □ Did you work out of town for part of the year?

□ □ Did you use your car on the job ( other than to and from work)?

ESTIMATED TAXES 

□ □ Did you apply an overpayment of 2020 taxes to your 2021 estimated tax (instead
of being refunded)?

□ □ If you have an overpayment of 2021 taxes, do you want the excess applied to
your 2022 estimated tax (instead of being refunded)?

□ □ Do you expect your 2022 taxable income and withholdings to be different from
2021?

MISCELLANEOUS 

□ □ Do you want to electronically file your tax return?

□ □ Do you want to allocate $3 to the Presidential Election Campaign Fund?

□ □ Does your spouse want to allocate $3 to the Presidential Election Campaign
Fund?

□ □ May the IRS discuss your tax return with your preparer?

□ □ Did you have an interest in or signature or other authority over a financial
account in a foreign country, such as a bank account, securities account, or other
financial account?

□ □ Did you receive a distribution from, or were you the grantor of, or transferor to, a
foreign trust or did you have an interest in any foreign assets or accounts?

□ □ Was your home rented out or used for business?

□ □ Did you have a medical savings account (MSA), a Medicare+ Choice MSA, or
acquire an interest in an MSA or a Medicare + Choice MSA because of the death
of the account holder? Or, were you a policyholder who received payments
under a long-term care (LTC) insurance contract or received any accelerated
death benefits from a life insurance policy?

□ □ Are you a member of the Armed Forces of the United States on active duty who
moved pursuant to a military order related to a permanent change of station?

Miscellaneous Questions (Continued) 



nc-•a. ■■ ----

2021 1040 I us I Miscellaneous Questions

□ □ Did you engage the services of any household employees?

□ □ Were you notified or audited by either the Internal Revenue Service or the State
taxing agency?

□ □ Did you or your spouse make any gifts to an individual that total more than
$15,000, or any gifts to a trust?

□ □ Did your bank account information change within the last twelve months?

□ □ If you are eligible for a refund and would you like it deposited directly into your
bank account? If so, please provide a voided, blank check showing the bank's
name and routing number and your account number.

□ □ Did you make a contribution to a 529 plan during 2021? If so, please provide
documentation showing the plan name, beneficiary name, contribution amounts,
and contribution dates.

□ □ Did you receive, sell, send, exchange or otherwise acquire any financial interest
in virtual currency?

CORONA VIRUS AID, RELIBF AND ECONOMIC SECURITY ACT (CARES 
ACT) 

□ □ Did you receive an economic impact payment? If so, please provide Letter 6475.
How much was received?

□ □ Did you receive an advance on the child tax credit? If so, please provide Letter
6419. How much was received?

□ □ Did your business have any PPP loan amounts forgiven?

Miscellaneous Questions (Continued) 
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