
Sample Engagement Letter Addendum

January 1, 1999

Mr. John Doe

Big Fly Aviation, Inc.

1211 South Airport Dr.

Anytown, LA 55555

Dear Mr. Doe:

As the nature and scope of our original engagement has changed and expanded, we have drafted an amendment to our original engagement letter to include the additional work you have requested. The purpose of this letter is to set forth the objectives of the expanded services and assign responsibilities for their completion.

PURPOSE AND SCOPE
The purpose of this engagement is to continue to assist you and your personnel in refining your accounting software and to facilitate the desired modifications and integration with other components of your overall computer system.

The following are tasks that you expressed an interest in having us perform. If the item is feasible, we have provided an estimate of time and dollars for its completion. We have also discussed the feasibility of the task if that is an issue.

Please review the items and indicate acceptance of each task by signing on the provided space. If the approval line is not completed, we will not perform the task.

1. <Requested feature #1>

This desire can be met with customization. We propose to write the event code using the

Visual Basic for Applications (VBA) Language for one of the data entry screens. We would then work with Lee to apply similar code to the other transaction screens in which you desire to have <feature #1>.

Estimated hours: 4-8 

Estimated cost: $400-$800

Item Approved By:
__________________________

2. <Requested Feature #2>

This desire can be met with customization. We propose to write the event code using the

Visual Basic for Applications (VBA) Language for one of the data entry screens. We would then work with <Identified Client Contact Person> to apply similar code to the other transaction screens in which you desire to have <feature #2>.

We would work with <Identified Client Contact Person> to change the various fields.

Estimated hours: 1-2

Estimated cost: $100-$200

Item Approved By:
____________________________

3. <Requested feature #3, Example: Security>

We discussed the issue of limiting users to specific sub-accounts, customers, and vendors. I propose that we develop the code for a sub-account field on an entry screen, the customer ID on an entry screen, and the Vendor ID on an entry screen. From there, we should be able to work with <Identified Client Contact Person> to implement the remaining fields and screens. This process may require the addition of a database table and new screen to contain the valid combinations of User, Sub-account, Vendors, and Customers.

Estimated hours: 12-20

Estimated cost: $1,200-$2,000

Item Approved By:
___________________________

TIMING AND FEES
I will assume project manager responsibility for these tasks and will be assisted by others in the firm.

We determine our fees by actual time spent and bill for our services monthly, or at specific project completion points. These services will be at our normal hourly billing rates of $100 per hour. Payment is due upon invoice receipt. Travel time is billed at half rate. Our out-of-pocket expenses are billed in addition to our hourly consulting fees.

If, during the course of these tasks, we determine circumstances are such that substantially greater work is required than was originally estimated, we will notify you and gain your approval before proceeding.

Please indicate above by signing on the authorization line for any of the tasks that you wish us to perform and return a copy of the letter to us.

Should you have any questions, please call me at your convenience.

Best regards,

Your Company Name

Your Name

President

DDB/

Enclosures

