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ENGAGEMENT LETTER

An engagement letter refers to a legal document that
defines the relationship between a business providing
professional services and its clients.

Engagement letters set the terms of the agreement
between two parties and include details such as the
scope, fees, and responsibilities, among others.

Some of the benefits of engagement letters are that
they are legally binding documents, they reduce
misunderstandings, and they set clear expectations.
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Does an Engagement letter and a
Contract are same?
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Contract is a Fixed agreement proposed before
starting any work or services to the client, say
providing accounting services.

Whereas in engagements, once getting into
contracts, the accounting firms will create the
engagements for a specific period (say a quarter, FY
etc.), stating the services they are going to provide,
with respective charges they impose.

As this service may vary based on occasions, it is
better to create separate engagements for the said
specific period.
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How this Engagement Letter
can be prepared?
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As the technology now-a-days is improving, the practice
of preparing engagement letters as a written document,
has now been upgraded to create the engagements
through different types of software.

An engagement letter management software helps to
save the hours of work, that it would take creating
content for the engagement letter and get the letter
signed by both parties in a simpler way.

One among the all the engagement softwares is: The
PRACTICE IGNITION 4~
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PRACTICE IGNITION 4

Practice Ignition is one of the early tools designed to
help accounting professionals. It offers predesigned flow
to create engagement letter, attach company brochure,
with fees and signatures without needing any other tool.

tion"

igni

We can integrate payment gateway in this tool to collect
payments from the client.

We have multiple options to collect payment e.q., fixed,
recurring monthly or yearly.
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ignition”

r-account

As this software is being used to create the
engagements, we, should first create a

Email

..................... Passward

about to create new engagement and there is
no need to create a new template, whenever we

are starting a new engagement.

a Sign In with Xero

&

So now let’s see, how to create the templates
in PL.

Sign kn with Induit
G Sign In with Google

8% Sign in with Microsofi
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Payments —
Collections &

Disbursals Tab
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ignition” e
1).Create a Template b i —
* To add a new template, o I
. = Pipoiing
navigate to Templates — e s 150 o st 1
How to create Terms and click New Terms 2 ciens sy
engagements In Template. & s <
Pl * Name your terms template. S
This template name will not be | & wwes -
visible to the clients. It's P
simply for our reference only. :;
lbessages

Carisma Solutions confidential. Please do not distribute. @ CARISMA SOLUTIONS



Ters » N Terms Template @ wwong | * Next, type or place your
terms template/engagement
LD o gttt e e e 0w i, 0010 e i ot i vt el |ette r |nt0 th e Cco nte nt f| eld . R T R :

Torms » New Torms Templote @ S M

* Click Placeholders and select .
the placeholder you wish to '
use to insert it. We can also
select the placeholder and
copy and paste this if we e T

5 3L T 0, S clslesins, i e codssovuming 1 i o, i g .l 3P0 g walt
PO org i <o a4 B S0REN A s gy

need to use it multiple ‘
times.

Sunupivt v B LU S ﬁv i v B Ev e =t D~ = Paatin

e s s CLPT NAVE st i, Pl

o B e 1) st o, oo sntlon

e Pepone. Seope b o e ngpgement
Emal & Bimbcls we o
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Click toadd

2).Set or Change the Default Terms Template

If we have several terms templates, we can elect to make
one our default from the dropdown at the right of the
Terms page.

This terms template will then be selected by default
on your proposals, but we can change this when we
create a proposal on the Terms Tab of a new proposal.

Terms @

Terms Tempéate Tornislabs N Lkl Mechiiae] By

Deling jemplabes far vour genersd isrma {0 e sooanded
o o inr propoaily BES Ramtminy i Maerie 2023

m LA ANZ Engagemenl Lefie & Nowember 2033 S

Sl ia Dbl
Incintry Rpnderd Engagemanl Tarses [iLl) Deafaudl W Nowemnbar 212 i
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Engagement Letter — With a real time example

i. GotoDashboard = +New > Proposal

ii. Here, our created templates will be showed. Select the respective template. The selected template will be previewed
aside. Then go to Use Template at top right corner.

iii. MNow fill the details in the General (1) tab.

v. Now select the type of service — Recurring / One-off | Deposit. Here:

* Recurring — For BAS jobs

* One-off (On completion) — For Individuals

* Deposit — For Entities, funds and trusts

vi. Once selecting the service, enter the amount, that has given from the budget sheet, or any other source given by the

client.

vii. Then, fill the detailsinTab (3 - Payments) & (4 — Terms)

viii. Now, in Automation tab (5), enter the details with the respective client’s provided information, which includes:

* Billings by

* Name of the job

* Description

* Recurrence

* Billing option

ix. Now, in Presentation tab (9) Click on the needed Message template and fill the Pricing page option, as per client’s

instructions

x. Then at last, Send (7) the prepared engagement to the client or Save & Close at top right corner to keep as a draft, to

review.
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Fricing page

i

Pl emme v o«
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Congratulations! _has accepted your proposal (#PROP-0908) (payments enabled)
. Igndian <na-reply@igniticnapp.oams (D) | ¥ Rugdy. | By Repiyhd | =5 Forwaed | ||| e

Ta s 13- 102020 04 16
Cx
(T Fatow up. et by 17 Ovtobor 3020, Due by 12 Cutistins 2031
Cliil haaw bo doamioed purtury. §e Mok paotect pao presty, Cutteot pirsentnd sulomehe dewsigsd of GOmE DoEubes @ ) sELLage

Accepted Pl Proposal
by client e

View [he sngn s proposal wa the foBowing link

Direct Debit billing details have been provided and payment will be
collected based on the agreed schedule.
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Xero

Leam more about Xefo seffings

syne

Send cllent detasls from |gnilion 1o Xero. Sync happens sulamatically once 2 day for all clienis, and when an

imvoice i created fior 3 singfs cikant

0 e——

App seftings

Invoices
full

Sal v defmull sales-account and imAece e

Tax rale mapping

Mag your lgndion 15 rates 10 Xeqm f2x rales

o Sync

Xero Practice Manager

Leam about connecting fo Xero Practice Manager

Connection Seftings

piziiol Lastsync 14 hours ago

App Settings

Client Sync

Impariing or exporing chents 1o XEM

Work Tempéates

Associate work tempiatas with your Senvices

g
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Sample Templates
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+ Electranie isdgament of Incame 15z Retums

Loedgernant with ATO Review of Nokce of Assassmean 1o ensure correc! 1ax calcutation

TEAR END TAX AEVIEW AND PLAMNNIMNG

Tax Planning & Adwce

Planning meetings 1o discuss developments and 1o distuss fax s&ving oppoduniliss This includes

Review of your year o date income and fax situaion
Esfimaile of your estimated trcable income for the year ended
Preparation of Tax Planning Report and defaded recommendations

ESTMATED OF ADDITIOHAL ADVICE M THE YEAR

Advaoty satices - Genensl sdvinery seneces [Sirecwre. The Healh Chesk. compilance. ofhaer |

Ta assist you as advisors and consultanis in business and faxation sirategic planning
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Prepaymenis/ scciuals
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New Structure Advice

« Tax advica

Financial and key KPS advice

» Accounting software advise

Bookkeeping sdvice
Folitwi-up mestngs

« amail and lelaphone Support
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* Ignition makes it simple to sell, bill and get paid for the
services —all in one place.

* The way it streamlines the process of engaging clients,
creating jobs in XPM, invoicing in Xero and collecting
payments has reduced the complications.

WhY * It reduce the manual working time and let us to chase
new business and improve processes.

Practice
Ignition

- Payments are received in a timely manner due to
inbuilt Direct Debit option.

* Xero or QuickBooks Online + Ignition = automated
accounts receivable processing. It all starts when your
proposal is accepted. Ignition creates invoices in your
ledger software, marks them as paid when it collects
payments for you, and speeds up invoice reconciliation.
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6 best
engagement

letter
software In
2022

1. Fresh Proposals
2. Practice Ignition
3. Pandadoc

4. Docsend

5. Proposify
6. Qwilr

ignition* |

Proposify

A QWILR]
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COMPILATION

As the word suggests, the word compilation means,
to "compile” —to collect and arrange the given set of
data or documents.

Being an accountant, we will be compiling the
documents that were being given by our clients or will
also compile those documents prepared by us, to
arrange and send them for signing to the respective
directors or partners to sign the compiled documents —
say, documents related to Tax return.
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Format of a Compilation

We do have a proper format to compile the set of
documents, as below, which includes:

1. Cover page —shows the respective entity’s name
with the Financial Year

2. 20xx Work completion letter —includes the
Financial Year dates, summary of outcome, tax

position of the group, copy of tax summary from
work papers

3. XYZ Company or Trust Annual Accounts

20xx Annual Company Minutes or Trust
Distribution Minutes
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Copies of

5. XYZ Company Or Trust 20xx Tax Return
6. XYZ Individual-1 ITR 20xx
7. XYZ Individual-2 ITR 20xx
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FuseSign

So once completing the compilation of documents, we

N DocuSign will be adding/inserting these documents to E-signing
5 Softwares, to send them to our end clients, so that they
C||ck to add will check, review and sign the documents, to make

them authorized.

And this e-signing process is done using softwares like
Fuse Sign, Docusign, Dropbox, Adobe Acrobat Reader
DC etc.
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Ofcourse the next step will be,
accomplishing the works to be done as
per the engagement. Also, we, as the
service provider, will raise the Invoices to
our clients as well.

This process can be done through
XPM & Xero.
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XPM

XERO | -
BH AL to be charged to the clients

ORI - Helps to post all the time, that have taken to

| complete the work, to keep a track and record of all the
works that has been done, in the respective employees &
Client's contacts, under specified jobs.

Xero

—> Can have the record of every of the amounts receiving
to our Bank accounts, that has been receiving from our
clients, through the above invoices, that has been raised
from XPM

= Can reconcile the amounts with Bank & Xero
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XPM invoicing
&
Xero reconciliation
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Following slides will helps us to reconcile
and compare the invoices raised from
XPM vs the imported invoices to Xero.

This helps us to keep a record, so that
we can have a check, whether every
invoices are correctly received and
maintained.
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Here, we can see the specified details on the creation
of the invoice, in Changes column.

Changes

Date

07 Mar-2023 18:04

O7-Mar-2023 1503

O7-Mar-2023 18:03

O7-Mar-2023 18:03

O7-hear-2023 1435

Information  Time Sheels  Payments  Notes {2)

Staft

History

Details
The invoice was emaied
The invoice has been sent

Exporied to Xero sutcessflly
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Now let us see, how to reconcile Xero and XPM invoices.

Go to XPM =» Reports = Custom reports = Monthly —
Invoices last Month

Note: Below is a snap from a client’s software — created
and saved manually to take the invoices list

- Dashboard Clients Jobs Tax Business Reports

Report builder My reparts Custom reports Samples

Monthly - Invoices|
Titla Type
Manthly - Inveices Last Month Invoice

{I)) CARISMA SOLUTIONS
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Dashboard Clients Jobs Tax Business Reports

Report builder My reparts Custom repors Samples m
New report X New report b4
Report type Report typs
Select report type = Select report type i
Client & Contact ‘ Report layout
Steps to create Client Group Select reportlayout -
= i |
templates in XPM Ciient Nate
Table
Client Relationships
‘ Bar Chart
Client Raturns
Pie Chart
Contact & Client
Monthly Summary
Current Job
Custom Chent Rates
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Login to Xero = Accounting = Reports = Profit & Loss = Select the date range
—> Check with Cash or Accrual basis in More option = Update = Export as excel
(at bottom right corner) = Download the highlighted Trading Income items as

separate sheets, to place them in the workings sheet.

» [ o o VI L ]
TAgRE [ MAgNH | - ey - e - b Do -
= ~ 3
Profit and Loss

Fa P Vo0 sl 10 sl 3050

Trucing ntore

A Lo Fow o m

Tk ne

Fasnamere? Fuey A

[— T

B Fam LT

1ot P bt 3

Cons of am ror

By Sammrwrastor s T

Prrtemans mgn LN Sty MF

e ] e

BHSSING LETRRT e Eacel

Pt | S 1 xin i

Tzl Coml o B ey Goog By
nngnn | e o ) comanes W |
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Now, place the downloaded XPM sheet in the first, and place the other Xero sheets as separated ones in the
same excel (as shown below)

A 5 1 D E F (<] H
[Climnt] Accownt Managar | = |[Invaice] Date | - |[Invaics] Imcoice Ma. | = J[Client] Client = |linvoice] Tadks| = |[Invoice] Costs |mwaiced | = | [Invoics] Amount | = |[Invoica] Billing Type =
AT 08-Aug-23|INV-T399 XEX Superannuation Fund 0 150 150| Actual
3 AfA 09-Aug-23/IMNV-7405 Y Py Lid 0 2,850.00 2,850.00( Actual
4 ARA 14-Aug-23[INV-7415 Al Super Fund o 1,575.00 1,575.00[Actual
5 AAA 15-Aug-23|IMNV-T422 Alexander 0 350 350| Actual
B |ARA 15-Aug-23}INV-7423 David o 2,200.00 2,300.00[ A ctual
T |AAA 15-Aug-23[INV-T424 David 0 1.850.00 1,850.00[ Actual
B AAA 16-Aug-23|INV-TA26 BEB Pty Lid 1,5600.00 -1,000.00 600| Actual
9 AAA 16-Aug- 23| INV-T427 ICCC Py Ltd 3,900.00 0 3,900.00| A ctual
0 AR -hug-23[INV-7425 David 0 600 00| Actual
11 AL 22-Aug-23) INV-T430 OO0 Pty Ltd 1] 1.425.00/ 1,425.00{Actual
12 ARA 24-Aug-231INV-7433 EEE Pty Ltd 1,300.00 0 1,300.00| Actual
13 AR 25-hug-23[INV-7435 David 0 300 300 Actual
AL F-Y-T- 25-Aug-23|INV-T456 David 2,750.00 -2, 750.00/ O] Actual
15 AAA 26-Aug- 23 INV-7436 XY Superannuation Fund o a0 450) Actual
16 AAA 28-hug-23[INV-13T7 VY Pty Lid 0 500 500| Actual
I7 AAA 2E-Aug-23|INV-74T3 AsA Super Fund 1,100.00 =1, 104100/ 0| Actuwal
18 AR 29-Aug- 33 INV- 7438 Alexander o 1,700.00 1,700.00]Actual
15 | ARA 31-Aug- 231 INV- 7440 Phillip o 1,900.00 1,900.00{ Actwal
20 |AAA 3-Aug-23/INV-T441 BEE Py Lid 1] 1,750.00 1, 750,00} Actual
21 AASA 31-Aug-23[INV-T442 BEB Pty Ltd o 00 00| Actual
22 LA 31-Aug- 231 INV-Ta43 CCC Py Ltd 1] 1, 700.00| 1,700.00{ Actual
12 AAA 31-Aug-23|INV-T455 David 0 1,900.00 1,900.00| A ctual
24 AAK 3-hug-23[INV-T457 OO0 Pty Lid 300 =300 0] Actual
25 | AAA 31-Aug-231INV-T458 EEE Pty Ltd as0 0 350| Actual
16 [AAA 31-Aug-231INV-T453 David 3,150.00 L] 3, 150,00} Actual
27 [AAA 3-Aug-23 | INV-T460 David 500 [ 500|Actual
28 L ARA 31-Aug-23[INV-7361 Andrew 50 L] 350|Actual
XPM vs Xero Professional Fees Transactions Bookkeeping Fees Tramsactions SMSF Fees Transactions 300 Pty Lid + ER |
e e —
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Workings:

1. Now, sum up all the invoices of the XPM and sum up all P v Tt 240
the invoices of the Xero, separately. (Get the Xero m“:;”; :’j
. . . . [Boothes
invoice’s, separated invoice amounts through shortcuts [ s 0,
as shown in the screen shots below) h;"::ﬂid - “”111:1
i dmoioes T ]
|oifference
2. Inthe Difference tab, the amounts must get tallied and
should show a Nil (0) value, which means, the
reconciliation process was done.
KPMivs Xero  Brofeegonal Fest Trancactions  Bookkesping Fees Transactions  SMSF Fees Transactions  X00(Pry Ltd
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The reconciliation process may end up with a zero value, which
happens due to:

* Any income entries that were not entered in Xero

* Duplicate invoices created in XPM for the same amount
* Taking up the reports with different date periods

* Invoices posted in wrong GLs in Xero

* Incorrect formula applied in the working sheet

* Differences in the amount

* Not taking up all the income GLs in the Xero report — which was
imported from XPM
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TRUST ACCOUNT

A trust account is a financial account that is managed by
a trustee on behalf of beneficiaries. The assets in the
trust account can vary from cash to securities or real
estate, which can be used for a variety of purposes :

* Where an accountant operates a trust account to
receive tax refunds from clients

* Where an accountant requests clients pay a deposit or
payment in advance prior to services being provided

* Where an accountant is a signatory on a bank account
belonging to a client
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There are Accounting Firms, who transfer the ATO
refunds & other ATO related transactions of their EY and
other Foreign clients from ATO, to the respective client’s
bank account, as a service to reduce the burden of the
transaction charges imposed by the ATO.

Also, these Accounting Firms, will impose a pre-destined
amount as a service fee for the above.
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Accounting Firms handling these, prepares authorities to keep a
record on all the funds that were receiving and spending from their
Trust Accounts; in the name of;

Ll Deposit Authority - for the funds received in the account

1 Withdrawal Authority — for the funds spent from the trust
account, to the respective client account.
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Below is a refund, received for a client from ATO to the Trust
Account, maintaining by the Partners.

few ascouen - Ao L

Transaction: Receive Money "] nab

B tirconcded View Detaids i Wty P 1) 1 Opoian =
Sample fora

i Chirtr Fterince Toast

L REE 171878

Deposit received

Amoarity are Tax Enthusive
Papiw ol Chencgaon Chmabdily (et Price oo o] Tax Rt Ao AFD
ATOO0HO000 1ROSSLTT ATO 100 17T _ B4S5 Exghucns L7670
T
Suntolsl 1T
TOTAL 1,715.70
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Sample for a

Deposit Authority

e
TRUST ACCIINT
DEPORET INSTRUCTIONS

Clieni Cader:
DATE (FRIE KT TR0
ANRCFLNT AT
CLIENT Nanin: —_—
SRR O NI AT B Tl
COMMENTS! TN RE TRANSFERRED TUHCLIENT AS PEH AUTHHIRITY
LETTER

srinieee. T _

FARTHNER ONLY

BATE EXFOTTED:

Deposit Authority prepared, to get the approval from the Partner—
to have a record on the fund received.
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Sample fora

Withdrawal spent

Withdrawing the same, to forward the fund to the respective client,

from the Trust Account.

e A:.o.--h-_qm.ﬂ
Transaction: Spend Money

B seconcied Vew Detsin

Ta Dute Reforonce  Totsd

I

By Cohr

-

Dencyighion Camainbiy

Ao ] L]
— nab

Bl g tha!

Aoty aie Tan [achsisne

A gt T Ao AUID
N oo s
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TOTAL 1,715.70
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Sample for a

Withdrawal Authority

TR A 0 T
W IR AN AL NS TR TSNS

IFATE €IV HE Ih LB L rL iR ]
ANMEUNT TS e
CLIENT NavE: —

AU 1IN FAVOUR OF:  Transfer of seistanding Pamils fs Clenl scowmnt

URE O0F FUSDs Trwaaler of Balasce of Famibs bo CTond oot e por © Bend
s thasriny

EANSENST INSTRUCTIENS,
AR

AEALL TIFOLIENT AT:

TR

ALTTIIOHISED BY _

BRATE:
AN IR S

BATE EXFCUTED:

Withdrawal Authority prepared, to get the approval from the
Partner —to have a record on the fund received.
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A trust account is a financial account that is managed by a trustee on behalf of beneficiaries. The assets in the trust
account can vary from cash to securities or real estate, which can be used for a variety of purposes, such as:

* Protection from creditors or other claims

* Management of assets for children, dependents, or other beneficiaries
* Tax planning and minimizing taxes on income or capital gains

* Maintained privacy and confidentiality

* Investment and estate planning

Benefits of a Trust Account:

* Financial efficiency: Trust accounts allows for the separation of ownership and control of assets. This allows for the
protection and management of assets for others, tax planning, and maintained privacy. In addition, trust accounts
also offer a range of investment opportunities, allowing for the management of assets such as stocks, bonds, and
real estate.

* Ease real estate transfers: Another benefit of a trust account is that it can be used for estate planning purposes. By
placing assets in a trust, individuals can ensure their remaining assets will be managed and distributed according to

who may not be able to manage their own assets.
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Benefits of a family trust
Family trusts offer a variety of benefits, that's why plenty of people choose to set one up.

Some of the benefits of setting up a family trust include:

* Asset protection —such as the ability to buy a house for a child to live in without ownership being forfeited
because the ownership remains within the trust.

* Minimizing tax —trust distributions means lower incomes for tax purposes.

* Planning for retirement savings — the flexible structure of trusts presents an opportunity to accumulate wealth
that can supplement superannuation savings.

* Flexibility to invest in property — unlike super, holding assets within a trust doesn’t have the same strict rules.

* Capital Gains Tax (CGT) — family trusts have CGT advantages compared to companies. This is because the 5o per
cent discount factor on capital gains received for assets retained for at least a year applies to trusts but doesn't
apply to companies.
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ETHICAL LETTER

This is simply a letter one accountant (who has just
been engaged by a new client) sends to another
accountant (the client’s previous accountant) to
essentially let them know that the client is moving to a
new accountant, and to request necessary information
to make this transition as smooth as possible (for the
accountant and the client).
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Dear Old Tax Agent Name,
Company Name
Director Name

We have been approached by Client Name to attend to his accounting and taxation
requirements. Will you please advise us of any professional matters of which we
should be aware of before consenting to such appointment.

Will you please also provide copies of below (whatever applicable):

Company documentation — the client holds the original signed copies
Trial Balance to 30 June 2022;

Financial Statements to 30 June 2022;

Copy of Income Tax Returns for the 2022 year,;

Division 7A Loan Agreement

Tax Reconciliation(s)

Depreciation schedule(s)

Amortisation/borrowing/HP/Finance/DIv7A loan schedules

i & & & & & & @&

If you have any questions or would like to discuss this further, please give us a call.
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Reply from Old Tax Agent for Ethical Letter

EMAIL Subject - RE: ETHICAL LETTER — CLIENT NAME or GROUP NAME
Dear New Tax Agent Name,
Thank you for your email.

We refer to your letter to us dated DD-MM-YY in relation to the abovenamed client. We advise that
there are no professional or ethical objections to your takeover of this undertaking,

Please find attached documents, financial statements, and tax returns as requested.

Should you have any gueries in relation to this matter, please do not hesitate to contact our office.

Cheers,

Kind Regards,
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Thank you
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