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[Insert Date]

[Client Name]
[Client Address]

Dear Sir/Madam,
Re: Letter of Engagement for JTax SMSF Services
Following our discussions, I am pleased to confirm the appointment of JTax as your Accountant. We seek to act in the best interests of our clients at all times and to provide the highest level of professional services.  
Scope of Work
We have been engaged to setup a Self Managed Super Fund on your behalf. The scope of the engagement is as set out below: 
· Establishment of a Self Managed Super Fund (SMSF) including registrations for Tax File Number and Australian Business Number
· Preparation of Trust Deed for SMSF
· Establishment of a Corporate Trustee
· Prepare Investment Strategy 
· Prepare applications for new members admission to SMSF
· Prepare ATO Trustee declaration and consent to act as trustee to be signed by trustee/director of the corporate trustee
· Annual administration of the Fund including preparation of annual financial statements and lodgement of tax returns in accordance with Superannuation Industry Act 1993
· Coordinate annual audit of SMSF accounts

Our engagement is limited to work specified above and does not include specific advice, audit or any other work unless specified in client’s engagement letter.

Professional Fees and Payments 
Our professional fees are fixed and are based on a reasonable estimate of time and effort required to complete various tasks. Any out of pocket expenses will be in addition to fixed fees unless otherwise agreed.
The fixed cost for this engagement as defined in the scope above is as follows: 
Establishment of SMSF including corporate trustee					$1495.00
Annual SMSF Compliance						 		$1495.00
Annual SMSF Audit									from $350.00

NB: These prices are exclusive of GST
Our flexi professional fees are:
Principal Accountant				$ 200 per hour
Senior Accountants				$ 180 per hour
Intermediate Accountants			$ 150 per hour
Input and Administrative Staff			$ 45 - 65 per hour

Any estimate of the cost of service is only an estimate and the actual cost may vary.  Whilst we try to limit the cost to our clients,  the actual total cost may change due to unforeseeable circumstances beyond our control. If the costs are likely to be significantly higher than originally estimated, we will provide you with an additional letter of engagement informing you of this and setting out the reasons for the likely increase
Terms of Payment
Unless other terms have been agreed to, our terms of payment are strictly 7 days from the date of each invoice. We will provide you with an itemised account of professional fees, costs and disbursements upon request.  Additional costs associated with late payment will be on-charged to the client.
Disclosure of other fees and commissions
We disclose to our clients any commissions or other fees received as a result of work done for that client and will fully comply with any statutory requirements in relation to the disclosure of such information.
Documents
Before we lodge any necessary documentation on your behalf, we will forward draft documentation to you for approval.  We shall endeavour to ensure that documentation is lodged with the relevant departments by the due dates, provided all information and documentation is received to allow adequate time for preparation and lodgement of the documentation.
It is important to remember that Trustees of SMSF are responsible for the information contained in any statutory return and that they must retain all necessary supporting documentation to substantiate transactions.
Ownership of Documents
The final financial statements, tax return and any other documents which we are specifically engaged to prepare, together with any other original documents given to us, shall remain your property. We will make copies of documents provided by you for our own compliance purposes. Any other documents produced by us such as workpapers will remain property of J Tax.
Lien over Documents
In relation to any subsequent termination of our services, you are advised that we may invoke a Lien over certain documents held until such time as an outstanding fee has been paid or other satisfactory arrangements are reached. A Lien in a right to hold certain documents or property until the debt incurred in respect of that property/document has been satisfied. The Lien however may not be held over property that belongs to another, including if held jointly, and does not cover statutory documents (eg a Tax Return, BAS or refund cheque)
Quality Review
As a member of CPA Australia or voting member other professional associations we are subject to periodic quality assurance reviews (as well as annual audit of our trust account). Unless otherwise advised by yourself, by engaging our firm, you are consenting to your files possibly being part of such a quality review. 
Standards
We aim to provide the highest standard of professional service and our focused on the concerns of our clients. If for any reason you feel you have not received the level of service expected or have an issue to raise, please contact us to discuss how the problem may be resolved.  
Furthermore, as a CPA in public practice or as a voting member of other professional associations, we are subject to the ethical requirements of CPA Australia and its Investigations and Disciplinary processes.  These requirements cover issues such as a Code of Conduct of Members in Public Practice, Ethics, adherence to Accounting and Auditing Standards, requirements to undertake Continuing Professional Development and to hold trust money in a Trust Account. Should there be an issue regarding the ethical or business practices of our firm, such matters may be referred to CPA Australia for investigation. However, as the accounting profession does not have regulated fees, CPA Australia will not investigate purely fee-based disputes but may recommend the parties seek mediation to resolve such disputes.
If you are in agreement with above terms of engagement, please sign and return the attached duplicate letter to us.
Should you have any further queries in relation to the above, please do not hesitate to contact us.
Yours faithfully
[image: ]CPA MIPA FPA SMSFA NTAA 
Accountant and Registered Tax Agent
ACCEPTANCE OF TERMS
In accordance with the Privacy Act (1988) I/we authorise any person or company to give information as may be required in response to credit inquiries.  I/we have read and understand the Quotation, Letter of Engagement and these GENERAL TERMS AND CONDITIONS and agree to be bound by these conditions. I/we acknowledge that we have been advised that I/we may wish to obtain legal advice on all questions arising from the terms and conditions of contract and, in particular, any limitation of liability provisions, because they may impact on my/our legal rights.

[bookmark: _GoBack]Signed:  ………………………………………………………………..	Date:  ……………………………………………………………
Full Name:  	
Signed:  ……………………………………………………………..	Date:  ……………………………………………………………
Full Name: 
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