
 
 

 

 

ENGAGEMENT LETTER PART 2 D 

PREPARATION AND MAINTENANCE OF ACCOUNTING 
RECORDS 

 

SCHEDULE OF SERVICES 

This schedule should be read in conjunction with the engagement letter and the terms of business. 
 

1. RESPONSIBILITIES AND SCOPE FOR ACCOUNTING SERVICES 

1.1. Your responsibility for the provision of information 
 
1.1.1. You have undertaken to make available to us, as and when required, all the accounting 

records and related financial information, including minutes of management meetings, which 
we need to do our work. You will provide us with all information and explanations relevant to 
the purpose, preparation and maintenance of the accounting records, and you will disclose to 
us all relevant information in full. 

 
1.1.2. You are responsible for ensuring that, to the best of your knowledge and belief, financial 

information, whether used by the business or for the accounting records, is accurate and 
complete. You are also responsible for ensuring that the activities of the business are 
conducted honestly, and for safeguarding the assets of the business and for taking 
reasonable steps to prevent and detect fraud and other irregularities. 

 
1.1.3. You are responsible for ensuring that the business complies with the laws and regulations 

that apply to its activities, and for preventing non-compliance and detecting any that occurs. 
 

1.2. Preparation and maintenance of accounting records 
 
1.2.1 We understand that you require us to carry out your bookkeeping and to prepare your 

accounting records. We will maintain your accounting records using appropriate computer 
software. We have explained to you verbally what this means. 

 
1.2.2 From the information and explanations you supply, we will maintain the accounting records. 
 
1.2.3 You understand that we will not be carrying out an audit and accordingly will not verify the 

assets and liabilities of the business, nor the items of expenditure and income. To carry out 
an audit would require additional work to comply with Auditing Standards so that we could 
report on the truth and fairness of the financial statements. 

 
1.2.4 We would emphasise that we cannot undertake to discover any shortcomings in your 

systems or any irregularities on the part of your employees or others, although we will advise 
you of any such circumstances that we encounter in preparing your accounts. 
 
 

 


