NOTE # 8

SAMPLE ENGAGEMENT LETTER FOR A COMPILATION ENGAGEMENT
This example is provided to assist the Bookkeeper who uses an engagement letter as a record of the agreement reached with the client.  Appropriate amendments would be made to take into account the circumstances of each engagement.

Date

Client Limited
Address
 (The addressee should be a person having the necessary authority to sign on behalf of the company, for example, the President.)
Dear: 
This letter confirms the terms of my appointment as your Bookkeeper, and it outlines the terms, nature, and extent of the services I will be providing.

I will compile Financial Statements as arranged from time to time from information provided by you. I will not attempt to verify the accuracy or completeness of such information. The communication that I will normally reference or attach to each page of your statements will be substantially in the following form:

NOTICE TO READER

I have compiled the Balance Sheet of CLIENT Limited as at December 31, 2XXX the Statements of Income, Retained Earnings, and Cash Flow for the year then ended from information provided by management.

I have not attempted to verify the accuracy or completeness of such information. Readers are cautioned that these statements may not be appropriate for their purposes.
Place


                                 
(signed)





Date 


                                            
         (CERTIFIED) BOOKKEEPER
My services will not result in the expression of any form of assurance on the Financial Statements. 
It is understood and agreed that:
(a) you will provide me with accurate and complete information necessary to compile such statements;

(b) the responsibility for the accuracy and completeness of the representations in the Financial Statements remains with you;

(c) each page of the Financial Statements will be conspicuously marked “ Unaudited- see Notice to Reader”
(d) you will attach my “Notice to Reader” when distributing the Financial Statements to third parties. 
(e) because the Financial Statements may either lack disclosure required by, or otherwise not be in accordance with, generally accepted accounting principles, they may not be appropriate for general purpose use; and

(f ) uninformed readers could be misled unless they are aware of the possible limitations of the statements and my very limited involvement
(g) this engagement cannot be relied upon to prevent or detect error and fraud and other irregularities. I wish to emphasize that responsibility for the prevention and detection of error and fraud and other irregularities must remain with management.

I will also prepare the necessary Federal and Provincial income tax returns and supporting schedules, carry out any bookkeeping that is necessary to effect the compilation, and perform such related services as may be agreed from time to time.

(If you provide personal or corporate income tax return service, add the above paragraph)

In order to compile the Financial Statements pursuant to this engagement, I will prepare various working papers.  I will retain ownership of all such working papers which we may use in any manner we deem appropriate, while respecting your confidentiality.

My fees are based on the complexity and nature of the work and the degree of responsibility and skill required.  Any disbursements will be added to my invoice.  All billings are due upon presentation, unless other arrangements have been made in advance.  A charge of (x) % per month [(x) % on an annual basis] applies to overdue accounts.  I shall be pleased to discuss the contents of this letter with you at any time, and to explain the reasons for any items.  
In order to complete the engagement, I will require access to certain personal information.  You hereby represent to me that you have obtained all consents that are required under applicable privacy legislation for the collection, use, and disclosure to me of personal information.  I will manage all personal information in compliance with my Privacy Code.
The arrangements outlined in this letter will continue in effect from year to year unless amended in writing by both parties or terminated by written notice from either party. Upon termination of this engagement, I will invoice you for any unbilled fees and expenses.  Further, you agree to pay your account to the date of termination upon receipt of my invoice.
If the services outlined are in accordance with your requirements and if the above terms are acceptable to you, please sign the copy of this letter in the space provided and return it to me. I appreciate the opportunity of providing my services to your company.

Yours very truly,

(Your name)

(CERTIFIED)BOOKKEEPER
The services and terms set out above are as agreed.

Client Name:  

Per: 
    





(Name):   

(Title):     

(Date):     

