
 

       

 

 
 

Re: Engagement of CAP Taxation as your Accountant 
 
We are pleased to accept appointment as your Accountant. We will act in your best interest at all times 
and provide the highest level of professional service. We look forward to developing a close and mutually 
satisfying relationship with you and your family for many years to come. This Agreement is constituted by 
these Terms and any other later document that we advise you becomes part of, or varies this Agreement.  
These Terms confirm our understanding of the nature and the limitations of the services we will provide. 
 
We will provide the services listed below which will be conducted in accordance with the relevant 
professional and ethical standards issued by the Accounting Professional & Ethical Standards Board Limited 
(APESB).  
 
As your Accountants we will: 

a) analyse, discuss and prepare recommendations regarding your accounting records and             
financial affairs; 

b) prepare financial and other statements as requested;  
c) prepare and lodge taxation returns, review assessments and advise on appeal procedures where 

necessary; and. 
d) undertake other work as agreed.  

 

You are reminded that: 

a) performance of tasks is limited exclusively to those set out in this engagement letter; 
b) We do not (unless otherwise engaged to do so) undertake an audit or review, and as such no 

assurance will be expressed; and 
c) unless we are otherwise engaged to do so, this engagement cannot be relied upon to detect or 

otherwise disclose irregularities (such as fraud, illegalities or the errors of other parties 

 
 
 
 
Our professional services are conducted and if applicable, Annual Financial Statements will be prepared for 
distribution to the relevant specific organisation or party for the purpose specified in the report or as 
agreed. We disclaim any assumption or responsibility for any reliance on our professional services to any 
party other than as specified or agreed, and for the purpose which it was prepared. Where appropriate, 
our report will contain a disclaimer to this effect. 
The extent of our procedures will be limited exclusively for this purpose only. As a result, no audit or review 
of the Financial Accounts will be performed and, accordingly we will not be expressing an opinion as to the 
truth and fairness of those statements. Our engagement cannot be relied upon to disclose irregularities 
including fraud, other illegal acts and errors that may exist. However, we will inform you of any such matters 
that come to our attention. 
 
We may, as a part of our responsibilities, as a Member in Public Practice, take steps and actions as set out 
in Section 225 of the Code, ‘Responding to Non-Compliance with Laws and Regulations”. These include but 
are not limited to the following. During the course of our engagement, if we identify or suspect that non-
compliance with laws or regulations has occurred or may occur, which may have a direct effect on material 
amounts or disclosures in the financial statements or compliance with which may be fundamental to the 
operating aspects of your business, or ability to continue its business or to avoid material penalty, we will 
discuss the matter with the appropriate level of management, with those charged with governance or the 
internal auditor, as appropriate, to enable you to reflect, remediate or mitigate the consequences of the 

SCOPE OF OUR SERVICE 



 

       

 

identified or suspected noncompliance or deter the commission of the non-compliance or suspected 
noncompliance, unless prohibited by law or regulation. 
 
We will also consider, based on materiality and /or significance of the matter, whether further action is 
needed in the public interest! Further action may include disclosing the matter to an appropriate authority 
even when there is no legal or regulatory requirement to do so or withdrawing from the engagement and 
the professional relationship where permitted by law or regulation. 
Where appropriate we will inform you of our intention to disclose the matter to an appropriate authority 
before disclosing the matter. However, if we have reason to believe that the actual or intended conduct 
would constitute an imminent breach of law or regulation that would cause substantial harm to investors, 
creditors, employees or the public, we may immediately disclose the matter to an appropriate authority to 
prevent or migrate the consequences of such imminent breach of law or regulation. 
Our advice will cover income tax and Goods and Services Tax. It will not cover any other taxes such as stamp 
duty, land tax, or payroll tax unless otherwise agreed. The scope of our engagement will be limited to the 
performance of the services listed above. 
 
ASIC 
With respect to Corporate Secretarial engagements we will be responsible for preparing annual company 
statement and lodgement with ASIC and any other matters as you request that requires us dealing with 
such matters. If we are requested to provide other specific service(s) they will be subject to a separate 
engagement letter and thus a separate fee. 
The director’s consent to the registered office of the company being changed to care of CAP Taxation 1/ 2 
Garden Road Clayton, VIC 3168 and registered postal address being changed to PO Box 5560 Brandon Park, 
VIC 3159 and understand that by giving consent, the Annual Review will be electronically sent to CAP 
Taxation. The annual fee for this service is $160 plus GST for each entity and includes the safekeeping and 
maintenance of the corporate register including notifying ASIC of change of any company details.  

 

Financial Accounts  

We have been engaged to prepare the annual accounts of the business entities in your group. This service 
includes the preparation of: 

a) a profit and loss statement; 
b) a balance sheet; and 
c) notes to the above accounts. 

This service includes maintenance of the charts of accounts for the general ledgers of your business entities. 
It also includes telephone support in relation to the recording of specific transactions in the general ledger. 

This service does not include the preparation of one-off accounts for presentation to your financiers, for 
which a separate fee shall apply. 

 
Income Tax Returns  

We have been engaged to prepare and lodge income Tax Returns for the business entities in your group 
(and for your family).  

In addition to the basic financial information required to complete these Tax Returns, it is a requirement 
that taxpayers are able to substantiate their claims and it is expected that all source documentation will be 
available to allow analysis of the income tax implications of any transaction.  

The fee for this service does not cover inquiries or investigations conducted by the Australian Taxation 
Office. 

 

 



 

       

 

 
Superannuation 

We have also been engaged to attend to the income tax compliance work for your superannuation fund. 
With respect to the annual audit of the SMSF this office will make arrangements for the audit to be 
undertaken by an external party whereby you will be billed directly and liable for all costs associated with 
the completion of the audit. 

In addition to the basic financial information required to complete these requirements, it is expected that 
the source documentation will be available to allow this firm to analyse the implications of any 
superannuation related transaction. 

You should also note that the deeds of the fund should be annually reviewed by a superannuation specialist 
to ensure they continue to comply with the requirements of the SIS Act. Our engagement does not extend 
to the provision of such legal advice and our fee does not include this service. We are happy to recommend 
the services of a superannuation specialist for this task. 

Our fee does not include financial planning services for the investments of the superannuation fund or for 
any planning advice for your future retirement planning needs. 

This service does not cover any inquiries made by or investigations conducted by the Australian Taxation 
Office. 

 

 

Before documentation is lodged on your behalf, drafts will be forwarded for your approval. Documentation 
will be lodged with the relevant departments by the due dates, provided all information and 
documentation is received promptly after the Financial Year End or other statutory date. This will allow 
adequate time for preparation and lodgement. 

If you are late in providing information, best efforts will be made to meet deadlines. No responsibility will 
be accepted for any late lodgement penalties incurred.  

The professional fees for the services provided will be based on the time and skill required to complete the 
nominated tasks and will include as an additional item out of pocket expenses and statutory charges, unless 
otherwise agreed.  

Any correspondence from the Australian Taxation Office or ASIC that does not relate to initial assessments 
or original payment notices, will be treated as additional services. 

Each client in the Group is jointly and severally liable to pay our fees in respect of all work performed for 
all members of the Group. 

A full account of professional fees, costs and disbursements will be provided. Unless otherwise agreed, 
terms are strictly 30 days from the date of invoice. Should the account be unpaid by the due date, we 
reserve the right to use a debt collection agency or other legal means to recover outstanding fees. 

All original documents obtained from you arising from this engagement will remain your property. 
However, we reserve the right to make a reasonable number of copies of the original documents for our 
records. Our engagement may result in the production of Financial Statements, Income Tax Returns, Super 
Fund Documents, and other electronic documents or files which will be supplied to you either electronically 
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or through regular mail. Ownership of these documents will vest in you. All other documents produced by 
us in respect of this engagement will remain our property.  
 
We will exercise a legal right of lien over any of your documents in our possession in the event of a dispute 
between us. We also have established dispute resolution processes, details of which are available on 
request. 

Our liability is limited by a scheme approved under Professional Standards Legislation. Further 
information on the scheme is available from the Professional Standards Council’s website: 
http://www.psc.gov.au 
 
 
 

 
By agreeing to this engagement and accepting these services you acknowledge and agree that your 
personal information may be stored overseas/offsite in a secure location including Dropbox, Office 365, 
Xero and any other storage sources where as necessary and securely in Australia, New Zealand, USA and 
overseas/offsite in a secure location. At no time can the providers of these services access your information 
without permission and we enforce robust security and password controls. 

 

 
 

The responsibility for the maintenance of a business accounting system and internal control systems, 
including protection against and prevention of fraud, rest with you the client. You will also be responsible 
for the maintenance of books of account. This includes any work produced by a third party not engaged by 
this firm that is to be relied upon. If any material weakness in the accounting systems or internal control 
systems comes to our notice, you will be advised accordingly.  

It is important to remember you are personally responsible for the information contained in any statutory 
return and that you must retain all necessary supporting documentation to substantiate transactions.  

You are required by law to keep full and accurate records relating of your tax affairs. It is your obligation to 
provide us with all information that would be reasonably expected will be necessary to allow us to perform 
work contemplated under the engagement within a timely manner or as requested. This includes providing 
accurate and complete responses to questions asked of client by the practitioner.  Inaccurate, incomplete 
or late information could have a material effect on services and/or conclusions. 

We need not verify the underlying accuracy or completeness of information from you if it appears 
reasonable.  However, if I/we believe information is missing, incorrect or misleading, we will need to seek 
further assurance from you. 

The Taxation Administration Act 1953 now contains specific provisions that may provide you with “safe 
harbour” from administrative penalties for incorrect or late lodgement of returns.  These safe harbour 
provisions will only be available to you if, amongst other things, you provide “all relevant taxation 
information” to me/us in a timely manner (the safe harbour provisions apply from 1 March 
2010).  Accordingly, it is to your advantage that all relevant information is disclosed to me/us, as any failure 
by you to provide this information may affect your ability to rely on the “safe harbour” provisions and will 
be taken into account in determining the extent to which tax practitioners have discharged their obligations 
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to clients. It is your responsibility to show that you have brought all matters to my/our attention if you 
want to take advantage of the safe harbours created under new regime. 

 
 
 
 
You have certain rights under the taxation laws, including the right to seek a private ruling from the 
Australian Taxation Office (ATO) or to appeal or object against a decision made by the Commissioner. As 
relevant, we will provide further information to you concerning your rights under the Australian taxation 
laws while we provide our service to you. You also have certain obligations under the Australian taxation 
laws, such as the obligation to keep proper records and the obligation to lodge returns by the due date. 
 
 
 
 
We have a duty to act in your best interests. However, the duty to act in your best interests is subject to an 
overriding obligation to comply with the law even if that may require us to act in a manner that may be 
contrary to your interests. For example, we could not lodge an Income Tax Return for you that we knew to 
be false in a material respect. We also have an obligation to ensure that we manage conflicts of interest as 
they arise. In this regard, we have arrangements in place to ensure that we manage potential or actual 
conflicts of interest. The effective operations of these arrangements depend, in part, on you complying 
with your obligation to disclose any potential conflicts of interest to us (as mentioned previously).  
We will disclose to clients any commissions or other fees received as a result of work undertaken and will 
fully comply with statutory requirements in relation to the disclosure of this information. 
 
 
 
 
Where, as part of this engagement, the services of an external consultant or expert are required, an 
estimated cost and timeframe and involvement will be provided to you for your approval. 

 
 
 
 
We may collect Personal Information about your representatives, your clients and others when we provide 
services to you. If we do, you agree to work with us to ensure that we both meet the obligations that we 
each may have under the Privacy Act 1988 (Cth) (as amended) (Privacy Act). The obligations may include 
notifying the relevant person to whom the personal information relates who we are and how we propose 
to use their personal information. Where you have collected personal information, you confirm that you 
have collected the personal information in accordance with the Privacy Act, that you are entitled to provide 
this personal information to us and that we may use and disclose the personal information for the 
purpose/s we provide our services to you. We will handle personal information in accordance with the 
Privacy Act. 
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Our advice and/or services will be based on Australian Taxation Laws in force at the date of the provision 
of the advice and/or services. It is your responsibility to seek updated advice if you intend to rely on our 
advice at a later stage. We note that Australian Taxation Laws are often subject to frequent change and our 
advice will not be updated unless specifically requested by you at the time of the change in law or 
announced change in law. 
 
We advise that our terms of engagement are available on our website. Any future changes to these terms 
will not be advised in writing but will instead be uploaded on our website www.captaxation.com.au 

We advise clients to check our website for any changes to these terms and contact us if they have any 
questions. 

Previous Returns 

It is noted that we are not engaged to review the accuracy of previous returns lodged by your organisation 
including that of the Principals, Partners, Trustees, Directors, Shareholders or Beneficiaries. You have 
warranted that reliance can be placed on the balance sheet(s) and other financial records presented by you 
for this purpose. 

Please sign and return the attached copy of this letter to indicate that it is in accordance with your 
understanding of the arrangements. This letter will be effective for future years unless we advise you of 
any change. 
 
I/We acknowledge that I/we: 

✓ Understand and agree to the nature of our relationship and the services provided by us as 
outlined in the Terms of Engagement.  

✓ Understand and agree to the prices and payments terms outlined in this document. 
✓ Request CAP Taxation Pty Ltd to immediately commence the Services listed under Scope of 

Services. 
 

Yours sincerely, 

 

Signature of Member  

 Date  

Name and Title 

 

Signature of Client  

 Date  

Name and Title 
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