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General Terms of Engagement 
 

Kira More Pty Ltd (‘Kira More’, ‘we’ or ‘the Firm’) is a CPA Practice and a registered tax agent under the Tax Agent Services 
Act 2009 (‘TASA 2009’).  As a registered tax agent, we are required to abide by the Code of Professional Conduct and the civil 
penalties provisions under the TASA 2009. 

In addition, Kira More Pty Ltd adopts the standards and recommendations of the Accounting Professional & Ethical Standards 
Board Limited (APESB).  In this document, these General Terms of Engagement “General Terms” are prepared in accordance 
with the standards and recommendations of the TASA 2009 and APESB. 

The General Terms are intended to ensure there is a common understanding of how our client and adviser relationship will 
work.  In addition to these General Terms, the scope of services and the estimated fees specific to your engagement will be 
provided to you in a separate document named ‘Terms of Engagement Document’ or ‘TED’ or ‘these Terms’ when you engage 
us, and both sets of terms i.e., the General Terms and the specific terms of the TED form the Terms of Engagement herein. 
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CPA Australia and the Tax Practitioners Board 

Kira More Pty Ltd is a CPA Australia Practice and is registered with the Tax Practitioners Board. 

 

 

Our Promise 
We will perform procedures required (and guided by the APES suite of standards) that are directly related to the engagement consistent with our 
Fundamental Principles of integrity, objectivity, professional competence and due care, confidentiality, professional behavior, and identifying, 
avoiding and dealing with conflicts of interests. 

We will seek to understand your requirements and provide you services confidentially and professionally.    

We will document sufficient and appropriate records of the procedures performed under these Terms of Engagement, which may be subject to CPA 
Australia Best Practice Program assessment under APES 320 Quality Control for Firms, too. 

Professional Indemnity Insurance 
We hold professional indemnity insurance (‘PII’) of at least the minimum amount prescribed in the CPA Australia Ltd By-Laws or as required by law.  
Our PII cover at the time of this document is $2 million.  

Professional Standards Scheme & Limitation of Liability 
We participate in the CPA Australia Ltd Professional Standards Scheme (‘PSC’), which facilitates the improvement of professional standards to protect 
clients and may limit our liability to you in a cause of action.   

The PSC applies to professional accounting services including accounting, bookkeeping, taxation, auditing and assurance, insolvency and corporate 
reconstruction, management accounting, management consulting, forensic accounting, valuation services. 

Fees and Payments 

Estimated Fees, out-of-scope services, and our Charge-out rates 
Please refer to the Terms of Engagement Document (or ‘TED’) prepared specifically for you.  The estimated fees in the TED have been calculated 
based on the anticipated tasks and time required for the engagement.   

Services outside the scope of engagement as described in the TED prepared specifically for you will be charged separately to you.  The fees of these 
out-of-scope services will be based on the time, skill and acumen required to complete a task unless otherwise agreed between us.    

Broadly, our charge-out rates as at the date of this document are: 

Type Examples of the tasks Hourly rate (excl. GST) 

Accounts Preparation Preparation of the Special Purpose Financial Statements, Periodical Financial 
Statements or Management Accounts and Reports. $200 

Tax Agent Services Income Tax Returns, Business Activity Statements, Instalment Activity 
Statements, liaising with the ATO, etc. $200 

Consulting and Advisory More complex work such as tax advisory work, tax planning and structuring, 
strategic planning and management, risk management, etc. $300 

SMSF Administration and 
Compliance 

Preparation of Financial Accounts and Reports required for Audit including 
preparation of standard trustees’ documentations. $200 

Bookkeeping Strictly bookkeeping engagements only.  This usually takes the form of an 
agreed number of hours per week, fortnight, or month. $100 

Training and Implementation Training you or your staff on book-keeping matters including software set-up 
and training. $200  

Corporate Secretarial and ASIC 
Agent Services 

Maintaining your corporate register, preparation of standard minutes and 
resolutions and preparation and lodgment of ASIC Forms. $200 
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These charge-out rates are reviewed in the first quarter of each financial year to ensure they are competitive with comparable practices.  We shall 
endeavour to keep you informed of the time and costs involved in servicing you as a client.  We encourage you to inquire as to the likely cost of our 
range of services if you are at all unsure.   

Credit policy 
The credit policy of Kira More is to offer clients fourteen-(14)-day terms from the date of a fee note.  Where the 14-day terms are not adhered to, 
Kira More reserves the right to apply the following conditions: 

 All accounts should be paid within fourteen days unless alternative arrangements have been agreed to by the Directors of Kira More. 

 Where alternative arrangements have been agreed to in respect of accounts of more than $200.00 and the account remains outstanding for 
more than fourteen days, then interest at the rate prescribed in the Penalty Interest Rates Act 1983 will be charged with a minimum charge of 
$10.00 per month. 

 Where alternative arrangements have been agreed to in respect of accounts of $200.00 or less, then a monthly administration fee of $10.00 
per month will be charged after the first 14 days. 

If you are unable to meet these credit policy conditions, please contact us immediately to discuss alternative arrangements for payment of the account 
otherwise these terms will apply. 

Fee Queries, Disputes and Mediation 
We do insist that you contact us immediately should you have a fee query to avoid misunderstanding arising between us.   It is important for you to 
fully understand the scope, complexity, value provided, fees raised etc., in order to sustain a relationship based upon Trust between us.  Any dispute 
in respect of services provided that is not resolved within a reasonable period of time shall be referred (entirely at our discretion) to an independent 
body for mediation at your expense for resolution. 

Debt Collection 
Should an agreeable payment arrangement not be made, and payment agreement not negotiated and agreed to between us within a reasonable 
time after the debt has fallen due, we may be compelled to place the matter in the hands of a debt collection agency.  In the event of a debt collection 
agency becoming involved it is inevitable that extra costs will be incurred by you once the procedure is put in place. 

Disclosure, Rights and Obligations 

Your Disclosure and Record Keeping Obligations 
It is your obligation to provide us with all information that you reasonably expect will be necessary to allow us to perform the work contemplated 
under this engagement in a timely manner and/or as requested.  This includes providing reliable, accurate and complete responses to questions asked 
of you by us.  It is also your obligation to disclose all material and relevant information to us.  Inaccurate, incomplete, or late information could have 
a material effect on our services and/or our conclusions and may result in additional fees.  We are not responsible for verifying the underlying accuracy 
or completeness of information you provide us which remains yours at all times. 

You are also required to advise us on a timely basis if there are any changes to your circumstances that may be relevant to the performance of our 
services.  Specifically, if any subsequent event results in the information you provided us being rendered inaccurate, incomplete, or misleading, then 
you are obliged to advise us as soon as possible.  We take no responsibility to the extent that our advice is inaccurate, incomplete, or misleading 
because it is based on inaccurate, incomplete, or misleading information that you have provided us. 

You are responsible for the maintenance of your own accounting systems and internal controls for all your entities.  That includes the keeping and 
maintenance of all required books of account.  It is understood that you will generally ensure that a reconciliation of the bank accounts, debtors and 
creditors is performed at the end of each month and a stock-take will be performed during the last weekend in June for each entity that has trading 
stock. 

You are also responsible for retaining relevant paperwork, information and source documents for as long as they are legally required. 

This engagement does not cover a review or verification of whether all the substantiation provisions in the tax legislation have been satisfied.  If 
assistance is required to do a review of your documents, please discuss with us on an enlarged scope of this engagement and the fees and charges 
involved.  

Your Rights and Obligations under the Taxation Laws 
The Taxation Administration Act 1953 contains specific provisions that may provide you with “safe harbours” from administrative penalties for 
incorrect or late lodgment of returns if you give us “all relevant taxation information” in a timely manner (the safe harbour provisions apply from 1 
March 2010).  Accordingly, it is to your advantage that all relevant information is disclosed to us as any failure by you to provide this information may 
affect your ability to rely on the “safe harbour” provisions and will be taken into account in determining the extent to which we have discharged our 
obligations to you. 

You are responsible under the self-assessment system to keep full and proper records in order to facilitate the preparation of a correct tax return.  
Whist the Commissioner of Taxation will accept claims made by a taxpayer in an income tax return and issue a notice of assessment, usually without 
adjustment, the return may be subject to a later review.  Furthermore, where there is fraud or evasion there is no time limit on amending the 
assessment.  Accordingly, you should check the return before it is signed to ensure that the information contain therein is accurate. 
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Where the application of a taxation law to your particular circumstances is uncertain you also have the right to request a private ruling which will set 
out the Commissioner’s opinion about the way a taxation law applies, or would apply, to you in those circumstances.  As relevant, we will provide 
further information to you concerning your rights under the Australian taxation laws during the conduct of the engagement contemplated by this 
document. 

Our obligation to comply with the Laws 
We have a duty to act in your best interests.  However, the duty to act in your best interests is subject to an overriding obligation to comply with the 
law even if that may require us to act in a manner that may be contrary to your interests.  We are obliged to consider whether our clients create any 
threats to compliance with our Fundamental Principles and where we cannot reduce the risk to an acceptable level, we are obliged to decline or cease 
a client engagement. 

We also have an obligation to ensure that we manage conflicts of interest as they arise.  In this regard, we have arrangements in place to ensure that 
we manage potential or actual conflicts of interest. The effective operation of these arrangements depends, in part, on you complying with your 
obligation to disclose any potential conflicts of interest to us. 

During the course of our engagement, if we identify or suspect that Non-Compliance with Laws or Regulations (NOCLAR) has occurred or may occur, 
which may have a direct effect on material amounts or disclosures in the financial statements or compliance and may be fundamental to your entity’s 
ability to continue its business or to avoid material penalty, we may: 

 discuss the matter with the appropriate level of management, those charged with governance or the internal auditor, as appropriate; 
 communicate the non-compliance or suspected non-compliance with your entity’s external auditor, if one is appointed, unless prohibited by 

law or regulation; 
 disclose the matter to an appropriate authority even when there is no legal or regulatory requirement to do so; and/or 
 withdraw from the engagement and the professional relationship where permitted by law or regulation. 

Where appropriate we will inform you of our intention to disclose the matter to an appropriate authority before disclosing the matter. However, if 
we have reason to believe that the actual or intended conduct would constitute an imminent breach of a law or regulation that would cause 
substantial harm to the general public, we may immediately disclose the matter to an appropriate authority in order to prevent or mitigate the 
consequences of such imminent breach of law or regulation. 

Our advice and/ or service will be based on Australian taxation law in force at the date of the provision of the advice and/or services.  It is your 
responsibility to seek updated advice if you intend to rely on our advice at a later stage.  We note that Australian taxation laws are often subject to 
frequent changes and our advice will not be updated unless specifically requested by you at the time of a change in law or announced change in law. 

Tax Investigations and Audits 
This engagement does not cover any inquiries made to us or investigations involving us conducted by the Australian Taxation Office (‘ATO’).  Work of 
this nature will be charged to you based on the time spent and the level of personnel involved.  

This cost may be covered by an annual Tax Audit Insurance that we offer under ‘Audit Shield service’.  Audit Shield is underwritten by AAI Limited 
(trading as Vero Insurance), a subsidiary of Suncorp Group Limited.   This offer is sent to you and the entities under your control on an annual basis 
and you can choose to opt-in for this cover.  So, please advise us accordingly at the time. 

Privacy, Confidentiality and Data Protection 

Confidentiality 
We have an ethical duty of confidentiality, which means we must not share or disclose your details of these Terms of Engagement to anyone, except 
as otherwise specified in this clause, without your consent or unless required to by law. 

We may disclose your personal and confidential information details, as part of our working papers of the services provided to you to CPA Australia 
Ltd, if requested for the purposes of conducting a CPA Australia Best Practice Program assessment aimed at maintaining high industry professional 
standards.  Any such disclosure of confidential information does not change any of our commitments to safeguard your information, and the 
information remains subject to any existing confidentiality obligations.  By agreeing to this Terms of Engagement, you acknowledge that files relating 
to this assessment will be made available under this program. 

Personal Information  
We will only collect personal information about you that relates to the engagement.  We may disclose personal information about you with your 
implied consent for the primary purpose of our engagement or as required by law. 

Your personal information that we would require for our engagement would include your Tax File Number (‘TFN’).  We are authorised to collect your 
TFN in accordance with the Taxation Administration Act 1953. 

We may disclose your personal information to third party service providers such as tax and accounting software providers (e.g., Xero, Xero Tax, Class 
Super), other cloud-based software (e.g., Microsoft Office, Adobe, Navexa, Sharesight) or storage providers (e.g., Dropbox, OneDrive), external 
auditors, banks, the ATO, the Tax Practitioners Board, to the extent the information is necessary for them to provide essential services to us to allow 
our business to operate or meet our professional and/or statutory obligations. 
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Electronic Data, Storage and Management 
In addition to physical files, we store much of your records electronically. 

We use off-site email storage, online banking facilities, online and cloud-based accounting systems and document storage facilities including, but not 
limited to, Online Services for Tax Agents, Xero, Xero Tax, Class Super, Dropbox, One Drive and Adobe.  The cloud storage facilities and IT servers 
operated by these providers may be located outside of Australia. 

While we make every reasonable effort to maintain data stored in these platforms securely, using methods such as firewalls, anti-virus software, 
encryption, digital certificates, myGov ID, Auskey, password protection and two step identification processes, protocols and procedures where 
available, and additionally, our vendors have covenanted to us that they will also make such reasonable efforts, we advise you that no computer 
system is free from the risks of data breach. 

By agreeing to these Terms of Engagement, you acknowledge and agree that your personal information may be stored by third-party service providers 
that are in Australia and/or outside Australia.  In addition, you agree to indemnify and release Kira More from any and all claims for damages arising 
from the use of cloud-based storage or cloud-based services and concerning, arising or resulting from the provision of our services to you. 

Access to and ownership of documents 
You are required to arrange for reasonable access by us to relevant individuals and documents and shall be responsible for both the completeness 
and accuracy of the information supplied to us. 

All original documents obtained from you arising from the engagement shall remain your property.  However, we reserve the right to make a 
reasonable number of copies of the original documents for our records.  

Our engagement will result in the production of reports.  Ownership of these documents will vest in you.  All other documents produced by us in 
respect of this engagement will remain the property of the Firm. 

The firm has a legal right of lien over any client documents in our possession in the event of a dispute. The firm also has an established dispute 
resolution process. 

Involvement of others 
We may from time to time engage third party specialist professionals and other public practitioners, where warranted, to obtain the advice you need 
or to assist us to provide our service to you.  These may include cloud service providers and outsourced service providers. 

We will seek your consent if the involvement of these third parties results in additional costs to you. 

Acceptance of our services in conjunction with these Terms of Engagement indicates your acceptance of the use of outsourced services as described 
above. 
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