ENGAGEMENT LETTER FOR PROFESSIONAL SERVICES
Model format published by Ameesh Gupta & Co., Chartered Accountants, for general information. Adapt it to your facts, fill every [square bracket], delete what does not apply, and have the final document reviewed before it is signed or filed. It is not legal or professional advice on your facts.
[Firm letterhead]
Date: [date]
To,
[Client name and address]
Subject: Engagement for [describe the service] for [period / matter]
Dear [Name],
Thank you for asking us to assist you. This letter sets out the terms of our engagement. For an audit, use the engagement letter required by SA 210, Agreeing the Terms of Audit Engagements, instead of this format.
1. Scope. We shall [describe the work precisely, with the period and the deliverables]. Work outside this scope will be done only on a separate written agreement.
2. Our responsibilities. We shall carry out the work with due professional care, in accordance with the applicable laws and the standards and guidance issued by the Institute of Chartered Accountants of India, and report to you as agreed. We cannot guarantee the outcome of any proceeding before a tax or other authority.
3. Your responsibilities. You shall provide complete and accurate information, documents and explanations on time, and you remain responsible for the records and statements you give us and for decisions you take on our advice. Where required, you shall give us written representations.
4. Identity and KYC. Before we begin, you shall provide the identity and address documents we ask for, so that we can complete our client acceptance procedures.
5. Timelines. We expect to complete the work by [date], subject to receiving what we need from you by [date].
6. Fees. Our fees are [fixed at ₹____ / on the basis of ____], plus out-of-pocket expenses and GST, payable as follows: [terms].
7. Confidentiality. We shall keep your information confidential as the Code of Ethics of the Institute of Chartered Accountants of India requires, except where disclosure is required by law, by a regulator or by our professional duties.
8. Personal data and communication. We shall use personal data you share with us only for this engagement, protect it with reasonable security practices, and keep it no longer than the law and professional standards require, as explained in our privacy notice at ameeshguptaco.com/privacy/. Documents will be exchanged through a private Google Drive folder shared with the persons you name. Email is not fully secure: please tell us if you want any information sent in another way.
9. Independence. We have confirmed that this engagement does not conflict with any prohibition on services we may provide to you, including section 144 of the Companies Act, 2013 where we are your auditor. [Delete if not applicable.]
10. Working papers and documents. Our working papers are our property. Original documents you give us will be returned at the end of the engagement. [State any right to retain documents until fees are paid, only as permitted by law and the Code of Ethics.]
11. Limitation of liability. [State any limit on liability permitted by law, or delete.]
12. Termination. Either party may end this engagement by written notice. Fees for work done until then remain payable.
13. Law and disputes. This engagement is governed by the laws of India. The courts at [Kanpur] shall have jurisdiction.
Please sign and return a copy of this letter to confirm your agreement.
Yours faithfully,
For [Firm name]
Chartered Accountants, Firm Registration No. [__]

CA [name], [Partner / Proprietor], Membership No. [__]

Accepted on behalf of [client]:

[Name, designation]          Date: [__]
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