Your CA Firm Name
CHARTERED ACCOUNTANTS

Draft by practiceguru.pro
__________________________________________________________________________________________

Strictly private & confidential
Date: 10th March, 2021
To

Mr. ABC
Director,

_________ Systems (India) Pvt Ltd,

Address
Mumbai 400069

Dear Sir,

Ref: 
Engagement for Financial and Taxation Retainership Services 

1.
BACKGROUND

___________ (Name of Client), is company owned by _ Shareholders who are specializing in ________________. 

2.
PROPOSED ENGAGEMENT TEAM

Your CA Firm Name, Chartered Accountants is a Proprietorship firm headed by Mr. ____________ with team of ___  people who have a good amount of experience in 

· Setting up Financial systems, Internal Controls and Checks, MIS

· Taxation including Income tax and GST

· Accounts Outsourcing

· Audit and Assurance Services

As a firm, we firmly believe that it is people who work with people; organizations do not work with organizations. Hence we pay particular attention to choosing an engagement team that has the necessary experience, as well as the right people skills to be a delight for you to work with.

In our firm, every client is assigned an engagement team headed by the Senior. The Senior will be your contact in the first instance and be involved closely in the delivery of our services to your Company. The Engagement team will ensure that the engagement is conducted as planned and directed/guided by the Senior. The Proprietor will be available on prior appointment basis. 

3.
ACCESS TO RESOURCES

When accounting, tax or business issues arise, you may want quick access to experienced resources and technical experts on demand. Our access is quicker and more direct. 

4.
OUR STRENGTH

· No hidden cost in our quote of professional fees.

· Giving value for money to our clients.

· Highly skilled & experienced team.

· Quick response time.

5. SCOPE OF WORK
	Sr No.
	Scope of Work
	Frequency
	 Date of Delivery

	1
	TDS Payment 
	Monthly
	Before 7th of next month

	2
	TDS Return
	Quarterly
	Before 31st of next month of Ending Quarter

	3
	GST Return
	Monthly
	10th, 15th and 20th of next month

	4
	GST Payment
	Monthly
	20th of next month

	5
	GST Return
	Yearly
	Before 31st Dec of Next Fiscal Year

	6
	Payroll
	Monthly
	Before 10th of Next Month

	7
	MIS
	Monthly
	Before 10th of Next Month

	8
	Income Tax Return of Directors and Family
	Yearly
	Before 31st July of Each Assessement Year

	9
	Accounts Supervison
	Daily
	 

	10
	Banking
	As required
	 

	11
	Vendors Follow Up
	As required
	 

	12
	Assisting Statutory Auditors
	As required
	 

	13
	Coordination with Accounts Person of Each Segment
	As required
	 

	14
	Profession Tax Payment
	Monthly
	Before 30th of Next Month

	15
	Profession Tax Return 
	Monthly
	Before 30th of Next Month

	16
	Profession Tax Payment of Directors
	Yearly
	Before 30th June of end of Financial Year

	17
	Statutory Audit, Preparation of Balance sheet, Directors Reports, Notice, etc.
	Yearly
	

	18
	MCA Filings
	Yearly
	


We will be responsible for the work starting from 1st April, 2021 and in first month current team will work with us till the whole system is transferred to our firm.

6.
PROFESSIONAL FEES

Based on the information available and our discussions in relation to the scope of work, we have estimated the fees as indicated below in relation to the engagement for proposal to be carried out:

Initial Review:

	Sr. No.
	Services
	Amount     Per Month           (In Rs.)

	1
	Monthly Retainership Fees starting from April, 2021.
	75,000


-
GST, as applicable, will be charged separately.

-
Reimbursement of Expenses, will be charged separately on actual basis. 
7.
BILLING ARRANGEMENT

For every month billing will be done on 1st of the following month and payment within a week will be appreciated. 

8.
TERMS OF BUSINESS

The following terms of business apply to engagements accepted by our firm _______ (Your CA Firm Name). All work carried out is subject to these terms except to the extent that changes are expressly agreed in writing.

8.1
Our responsibilities
We will provide the services described in our proposal [or such variations as may subsequently be agreed in writing between us] with reasonable skill and care, in accordance with the professional standard expected of us, and in a timely manner. We will not, normally, seek to verify or check any information provided to us by you or by others on your behalf, and you acknowledge that we shall be entitled to rely on such information when performing our obligations under this engagement.  If general information or advice is provided, the applicability thereof will depend on the particular circumstances in which it is to be used by you [of which we might not be aware] and should be viewed accordingly.  In relation to any particular transaction, specific advice should always be sought and all material information related thereto should be provided to us.

Person stationed at your office will be subjected to Human Resource policies of the company including timings, leaves and other policies. We will try our best to provide replacement for Sudden leaves of the employee stationed at your office.

8.2
Your responsibilities

We understand that there are 5 segments of business and each one has its own accountant. In relation to all our work for you, it will be the responsibility of individual accountants to provide us with complete, accurate, timely and relevant information and to carry out any other obligations ascribed to them.   

8.3
Indemnification

The Company shall indemnify and hold harmless _______ (Your CA Firm Name) to the full lawful extent against any claims, liabilities, costs and expenses brought against, paid or incurred by the Company at any time and in any way arising out of or relating to _______ (Your CA Firm Name)’s services hereunder, except to the extent finally determined to have resulted from the willful misconduct of _______ (Your CA Firm Name)’s personnel.
8.4
Confidentiality

The reports, letters, information and advice we provide to you during this engagement are given in confidence solely for the purpose of this engagement and are provided on the condition that you undertake not to disclose these, or any other confidential information made available to you by us during the course of our work, to any third party (being a party other than those to whom the report, letter, information or advice is addressed) without our prior written consent.

With respect to this agreement, any information supplied in connection with agreement, it is agreed that the parties shall (1) protect the confidential information in a reasonable and appropriate manner or in accordance with the applicable professional standards, (2) use confidential information only to perform obligations under this agreement, and (3) reproduce confidential information only as required to perform its obligations under this agreement.  Confidentiality provisions included herein shall not apply to information which is (a) generally  available to the public, (b) available or become available to one party on a non-confidential basis from a source other than the other party, (c) disclosed by the party to a third party without restriction, (d) is developed by one party independent any information furnished by the other party, or of any information furnished on a confidential basis, or (e) is disclosed pursuant to legal requirements subject to the foregoing, _______ (Your CA Firm Name) shall have the right to disclose confidential information to governmental agencies authorized to request such information in accordance with relevant legislations, in accordance with proper request for provision of such information, and it shall not be liable for such disclosure.  The confidentiality obligations set forth herein shall apply for a period of twelve months from the date of disclosing the confidential information.

8.5
Termination

Our services may be terminated by either party, by giving 1 month notice in writing to the regular correspondence address of the other party marked to the appropriate Director or contact person.  In the event of termination, fees and expenses incurred to the date of termination shall be payable.

8.6
Force majeure
Neither you nor we shall be liable in any way for failure to perform, or delay in performing, our respective obligations under this engagement if the failure or delay is due to causes outside the reasonable control of the party which has failed to perform.



8.7
Severance of terms

In the event that any of the terms of business are held to be invalid, the remainder of the terms will continue in full force and effect.

8.8
Entire agreement 

The agreements herein may be changed only by written agreement signed by the party against whom enforcement of any waiver, change, modification, extension or discharge is sought.

9.
CONCLUSION 

We believe that _______ (Your CA Firm Name) has the right blend of perspective, combined with local on-the-ground expertise, to provide the Company with a level of professional service that will be fully commensurate with its expectations.

We are delighted at this opportunity to be of service to you and assure you that this assignment will receive our closest attention.  Further, we look forward to this opportunity for a long-standing relationship with the Company.

Should you have any questions or require any clarifications/information regarding the arrangements discussed herein, please do not hesitate to contact Mr. ________ (Assignment Manager) on _________(Mobile Number)  or E-Mail: _________________. 

In case you require any clarifications, please let us know.

Yours truly,

For _______ (Your CA Firm Name)
Chartered Accountants

___________
Proprietor


Accepted for and on behalf of the Company.



Name
                                     : __________, Director


Place
              : Mumbai

__________________________________________________________________________________________________Your CA Firm Address
Mobile: __________, Email: _________________

