SAMPLE ENGAGEMENT LETTER – ACCOUNTING & COMPLIANCE SUPPORT SERVICES

Private and Confidential

Date: [●]

To,
[Client Name]

[Address]
[City, State, PIN]

India
Subject: Engagement Letter for Accounting & Compliance Support Services
This Engagement Letter sets out the terms on which [Service Provider Name] ("Service Provider" / "we" / "us") shall provide accounting and compliance support services to [Client Name] ("Company" / "you"). This letter records our mutual understanding of the scope of services, responsibilities, and terms of engagement.

1. Background
· The Company operates in the [industry sector] and carries on business through multiple locations across India.
· The Company has engaged the Service Provider to assist with accounting, compliance, and related support services.

2. Scope of Services
The Service Provider shall provide accounting, advisory, and compliance support services, including the following:
A. Accounting & Review
· Maintenance and review of books of accounts in the accounting software
· Review of supporting documents for transactions
· Ensuring compliance with applicable accounting standards and internal policies
· Review of expense reasonableness and statutory compliance
· Identification of gaps in accounting processes and recommending improvements
· Participation in coordination meetings and reporting key observations
B. Reports & Reconciliations
· Monthly Balance Sheet and Profit & Loss statements
· Monthly bank reconciliations
· Revenue reconciliation with POS, books, and bank statements
· Inventory reconciliation
· Reconciliation of franchise or royalty income, where applicable
C. Vendor Management Support
· Review of vendor invoices for statutory compliance
· Verification of vendor registrations (PAN, GST, etc.)
· Payables management and vendor reconciliations
D. TDS Compliance Support
· Maintenance of TDS records and ledgers
· Review of transactions for TDS applicability
· Assistance with TDS payments and returns
· Assistance in generation of Form 16 / 16A
E. GST Compliance Support
· Review of monthly GST workings
· Maintenance of GST records
· Reconciliation of GSTR-2A/2B with GSTR-3B
· Assistance with GST payments and filing of returns
F. ROC Compliance Review
· Review of completeness and timeliness of ROC filings
G. MIS & Analysis
· Preparation of monthly dashboards and MIS reports
· Development of internal reporting frameworks
· Analytical support for management decision-making

3. Scope Limitations
The following are specifically excluded unless agreed separately in writing:
· Business or share valuation
· Obtaining or renewing registrations
· Representation before authorities
· Decision-making on behalf of management
The Service Provider shall rely on information provided by the Company and shall not be responsible

