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BOOKKEEPING ENGAGEMENT LETTER TEMPLATE
Bookkeeping Engagement Letter
Replace every highlighted field with your own details before sending.
	Date
	[Date]

	To
	[Client Name], [Client Business Name]

	Address
	[Client Address]

	From
	[Your Firm Name]

	Re
	Bookkeeping services engagement


Dear [Client Name],
Thank you for choosing [Your Firm Name]. This letter sets out the terms of our engagement, the services we will provide, and what we each need from the other so the work runs smoothly. Please review it, sign at the end, and return a copy to us.
1. SCOPE OF SERVICES
Beginning [Start Date], we will provide the following bookkeeping services on a [monthly / quarterly] basis:
1. Recording and categorizing transactions in [Accounting Software]
1. Reconciling [number] bank accounts and [number] credit card accounts
1. Maintaining the general ledger and chart of accounts
1. Accounts payable and accounts receivable entry
1. Preparing monthly financial statements: profit and loss, balance sheet, and cash flow statement
1. [Payroll processing — remove if not applicable]
1. [Sales tax filing — remove if not applicable]
Anything not listed above is outside this engagement. We are happy to quote separately for additional work.
2. WHAT THIS ENGAGEMENT DOES NOT INCLUDE
So there is no misunderstanding later, this engagement does not include:
1. Audit, review, or compilation of financial statements
1. Tax return preparation, tax planning, or representation before any tax authority
1. Detecting fraud, defalcations, or other irregularities, though we will inform you if we become aware of any
1. Legal, investment, or business advisory services
3. YOUR RESPONSIBILITIES
The accuracy of our work depends on the completeness of what you provide. You agree to:
1. Deliver bank statements, receipts, invoices, and supporting records by the [number] of each month
1. Provide access to [Accounting Software] and any bank feeds we need
1. Respond to questions within [number] business days
1. Review the financial statements we prepare and tell us promptly about anything that looks wrong
1. Maintain your own internal controls and safeguard your assets
Where records are late or incomplete, deadlines below may shift accordingly.
4. OUR RESPONSIBILITIES
1. Deliver monthly financial statements within [number] business days of receiving complete records
1. Keep your information confidential, as set out in section 8
1. Tell you promptly if we find errors, missing records, or anything that concerns us
1. Perform the work with professional care and in line with applicable standards
5. FEES AND BILLING
	Item
	Terms

	Recurring fee
	$[Amount] per [month / quarter]

	Onboarding / catch-up
	$[Amount], one time

	Out-of-scope work
	$[Rate] per hour, quoted and approved in writing first

	Invoicing
	[Monthly, in advance / on the 1st], due within [number] days

	Late payment
	[Rate]% per month on balances over [number] days

	Fee review
	Reviewed annually; changes with [number] days written notice


6. TERM AND TERMINATION
This engagement begins on [Start Date] and continues until either of us ends it. Either party may terminate with [number] days written notice. You remain responsible for fees for work completed up to the termination date. On request, we will return your records and provide a reasonable handover to your next provider.
7. OWNERSHIP OF RECORDS
Your original documents remain yours and will be returned on request. Our working papers remain our property. We retain records for [number] years in line with our retention policy, after which they may be destroyed.
8. CONFIDENTIALITY AND DATA PROTECTION
We will keep your financial information confidential and will not disclose it to anyone without your written permission, except where required by law or professional standards. We store data in [Accounting Software / secure cloud storage] and restrict access to staff working on your account.
9. LIMITATION OF LIABILITY
Our services rely on the accuracy and completeness of the information you provide. Except in cases of gross negligence or willful misconduct, our total liability for any claim arising from this engagement is limited to the fees paid for the [number] months preceding the claim. Neither party is liable for indirect or consequential losses.
10. DISPUTE RESOLUTION AND GOVERNING LAW
If a disagreement arises, we both agree to attempt resolution in good faith before pursuing other remedies. This engagement is governed by the laws of [State / Province / Country].
11. ENTIRE AGREEMENT
This letter is the entire agreement between us regarding these services and supersedes any prior discussions. Changes must be in writing and signed by both parties.
ACCEPTANCE
If the terms above reflect your understanding, please sign below and return one copy. We are glad to be working with you.
[Your Firm Name]
 
Signature  ·  [Name], [Title]  ·  Date
Accepted by [Client Business Name]
 
Signature  ·  [Name], [Title]  ·  Date
Important: this is a general template, not legal advice. Engagement letters carry legal weight and requirements vary by jurisdiction and by professional body. Have a qualified attorney review your version before you send it to clients.
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