
January 2, 2024 

Happy New Year! 

We hope this finds you well and that you have enjoyed the holidays safely with friends and family.  
I look forward to hearing from you as we begin this New Year.   

In January and February, you can expect to receive the majority of your tax related documents.  
These documents include such items as your W-2s, Form 1099s, K-1s, brokerage statements, etc.  
Your check register may also include pertinent information.   

In an effort to reduce the amount of paper we mail, our annual package is now available online.  
If you would like to use our traditional organizer, you will find it (along with the full organizer 
package) on our website www.busybookkeepers.com.   If you have already prepared other 
schedules for the necessary information, refer to them in the organizer and enclose them for our use.   
We will be happy to mail a complete tax organizer package to you upon request. 

We have three options for providing your tax documents this year: 

1. Bring everything with you to an in-person appointment.  Please call the office to schedule a
convenient time.

2. Upload your documentation electronically.  Our file transfer service has changed.  Access to
the client area is via our website:  www.BusyBookkeepers.com.  Once you select Client
Area follow the steps to securely send us your documents.  This link may also be sent to you
via email.

3. Mail with the Enclosed Label which is addressed to our Lock Box.

Please include: 
 A copy of a Driver’s License or State ID for all adults on the return;
 All tax documents, W-2s, 1099s, K-1s, 1098s etc.;
 Financial statements (rental or business - when appropriate);
 Detailed reports for assets sold / purchased including basis and purchase date;
 Any tax notices sent to you by the IRS or other taxing authority;
 The completed Questionnaire or other detailed supporting schedules;
 The signed Engagement Letter (see online package).

Due to increased technology, software and operating costs, it may be necessary to increase our fee 
schedule for the upcoming season.  Should you have any questions, please do not hesitate to contact 
me.  I look forward to talking with you and appreciate this opportunity to be of service. 

Very truly yours, 

TERI LEVEILLE 
Enrolled Agent 
Enclosures 

Teri















Privacy Policy  -  2024 

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

Types of Nonpublic Personal Information I Collect 

I collect nonpublic personal information about you that is provided to me by you or obtained 
by me with your authorization. 

Parties to Whom I Disclose Information 

For current and former clients, I do not disclose any nonpublic personal information obtained 
in the course of my practice, except as required or permitted by law.  Permitted disclosures 
include, for instance, providing information to my personnel and, in limited situations, to 
unrelated third parties who need to know that information to assist me in providing services 
to you.  In all such situations, we obtain your specific authorization in advance. 

Protecting the Confidentiality and Security of 
Current and Former Clients’ Information 

I retain records relating to professional services that I provide so that I am 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, I maintain physical, electronic, and 
procedural safeguards that comply with my professional standards. 

Please call if you have any questions, because your privacy, my professional ethics, and the 
ability to provide you with quality services are very important to me. 

Sincerely, 

Teri Leveille 




