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Standard Terms of Engagement 
Please read this document in conjunction with Engagement of our Services 

1. About ATM Consultants 
ATM Consultants Pty Ltd is an independent firm offering a range of Accounting and Related 
Services. ATM Consultants was established in 1993 and, as a member of CPA Australia, we are 
committed to its Code of Ethics and Code of Professional Conduct. We maintain appropriate 
Professional indemnity insurance cover as required by CPA Australia. 

ATM Consultants Pty Ltd 
Suite 1 & 2, 136-138 Canterbury Rd, Heathmont, Vic. 3135 
PO Box 771, Bayswater, Vic. 3153 Ph: (03) 9738 9500 

Web: www.atmconsultants.com.au 

Email: admin@atmconsultants.com.au 

2. Professional Fees 
2.1 Fixed Fee items 

There are a number of services that we offer that are charged on a fixed fee basis regardless of 
the time taken. These include but are not limited to: 

• The preparation and lodgement of basic individual tax returns 
• The preparation and lodgement of ASIC documents 
• The preparation of employee contribution journals for Fringe Benefit Tax 
• The supply of Accounting Software – either purchase or monthly usage charges 
• The establishment of basic Business Structures such as companies, Self-Managed Super 

Funds and trusts 
Where practicable, we will provide you with an estimate of these fees in advance of entering into 
any engagement with you. As an indicator, you can find our list of fees located on our website. 

2.2 Professional Fees charged on an hourly rate 

We will charge you professional fees for work undertaken by our people at an hourly rate based 
on the degree of skill and experience required to complete the task.  

2.3 Expenses and disbursements 

In addition to our professional fees, you may also have to pay expenses which we incur in the 
course of the engagement. These expenses represent amounts charged by third parties for 
services supplied and may include: 

• Actuarial Certificates 
• Audit of Accounts and SMSFs 
• Fees to government departments for lodgement of documents 
• The engagement of specialists and contractors 
 
We will inform you of these expenses and disbursements, as well as any other payments required 
to be made, as soon as is reasonably practicable. 
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3. Other information regarding your engagement  
Any assistance provided in relation to your payroll is restricted to processing procedures only 
and does not include advice or a review of your compliances with employment or occupation 
health and safety obligations.  

Where the term review has been used in the scope of works, this refers to the process of 
checking the accuracy of the relevant information. Where the information is found to be 
incorrect, this will be brought to your attention for correction. If you require us to correct these 
errors that will be subject to an additional charge.  

Where the term support has been used in the scope of work, it refers to providing you with the 
assistance you need to complete the work. If you require us to complete work that is not 
subject to this engagement it will incur an additional charge.     

If there is a significant change in your personal and/or business circumstances and/or changes 
to any laws that relate to your personal and/or business activities, there may be additional 
charges incurred. 

By signing the attached engagement, you are authorising ATM Consultants Pty Ltd to add you to 
the Tax Agent Portal and become your registered Agent. 

If you have a spouse or partner listed as an Individual on this engagement, you are authorising 
ATM Consultants Pty Ltd to share information relating to your tax return/affairs with the person 
listed, on the basis that you are a family unit with shared interests. 

We may amend these Standard Terms of Engagement from time to time to reflect changes in 
legislation, professional standards, technology, business practices or the services we provide. 
The current version will be made available to clients on request or via our website. Where a 
change is material to the services provided, we will take reasonable steps to notify you. Your 
continued engagement of our services after notification constitutes acceptance of the updated 
terms. 

4. Invoicing Arrangements 
We will normally send you an invoice containing information about professional fees and 
charges, disbursements and expenses. Depending on the billing cycle set out in section I of this 
agreement, these invoices may be issued monthly, at the start or at the completion of an 
engagement.  

If you are invoiced on a monthly basis, your annual billing cycle will be the 12-month period 1 July 
to 30 June as set out in the attached engagement. If this engagement is terminated by either party 
before the end of the billing cycle, we reserve the right to invoice for work carried out that is in 
excess of the fees received to that point. 

If you are to be invoiced at the completion of the engagement, we may issue an interim invoice if 
the completion of your work has been delayed by more than 2 weeks whilst we wait for further 
information and the value of work in progress exceeds $2,000. This policy is necessary for us to 
manage our wage costs and is consistent with industry standards. 

4.1 Retrieval of Documents 

We may charge a fee for locating, retrieving, reproducing or transmitting documents: 
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• after termination; 
• where documents have already been provided previously; 
• where documents are requested by third parties; 
• where documents are stored in archived systems including electronic files and archived 

cloud data. 

4.2 Fixed Annual Service Fee 

Fixed fees are based on the assumptions and scope of work described in the engagement. Where 
the complexity, volume of work or information provided materially differs from those 
assumptions, we reserve the right to review our fees or charge separately for additional work. 

4.3 Additional Services 

The scope of work described in this engagement is limited to the services specifically set out in 
this engagement. Any work not specifically included in the scope of work constitutes an 
additional service and will be charged separately. 

Examples may include (without limitation): 

• responding to ATO reviews and audits 
• objections 
• private ruling applications 
• reconstruction of accounting records 
• bookkeeping corrections 
• payroll corrections 
• Division 7A calculations 
• capital gains calculations 
• trust distribution planning 
• business advisory services 
• due diligence queries 
• finance applications 
• software conversions and data migrations 
• assistance requested by third parties 
 

Additional services may be billed at our prevailing hourly rates without a separate engagement 
letter. This additional work will be invoiced on completion or with your next invoice according to 
your billing cycle, whichever is the earlier. Our Credit terms for account payment are 14 days 
from the date of invoice. 

Where practical, we will advise you before undertaking significant additional work. 

5. Payment Terms: 
Payment terms are 14 days from the date of invoice. 

5.1 Liability for Company Accounts, Trusts, Children 

Where work is carried out, pursuant to your instructions, for a company (in its own capacity or as 
trustee) the directors of the company will be personally liable for payment of all accounts. 
Similarly, costs incurred on work carried out, pursuant to your instructions, for children (under 
18 years of age) will be the responsibility of their parents or guardians. 
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In addition, each partner in a partnership will be personally liable for the payment of accounts in 
relation to services rendered by ATM Consultants Pty Ltd to the partnership 

5.2 Collection Costs 

Clients, including all persons referred to above, shall be liable for any costs incurred in the 
collection of outstanding accounts.  

5.3 Withdrawal of Services 

ATM Consultants Pty Ltd reserve the right to withdraw our professional services if our accounts 
are not paid in accordance with the above terms. 

6. Responsibility for Accounting and Internal Control Systems 
We understand that an audit of the financial statements is not required to be undertaken by ATM 
Consultants and therefore we will not be expressing an opinion as to the truth and fairness of 
those statements. 

The financial statements presented will be special purpose financial reports prepared in order to 
satisfy the accounts preparation requirements of the Corporations Law. The principals have 
determined that the relevant entity is not a reporting entity as defined in Statement of Accounting 
Concepts 1: Definition of the Reporting Entity, and therefore there is no requirement to apply 
accounting standards in the preparation and presentation of these statements. 

Our involvement in this type of engagement will not disclose fraud, or other irregularities which 
may occur, the responsibility for the maintenance of adequate accounting and internal control 
systems, including the protection of and prevention against fraud rests with you or your staff. 
However, any material weakness in the accounting or internal control systems which come to 
our notice will be drawn to your attention. 

You are responsible for the reliability, accuracy and completeness of the accounting records, 
particulars and information provided and disclosure of all material and relevant information. 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. 
Any advice given to you is only an opinion based on our knowledge of your particular 
circumstances. You or your staff are responsible for maintaining and regularly balancing all 
books of accounts, and the maintenance of an adequate accounting and internal control system. 
You have obligations under self-assessment to keep full and proper records in order to facilitate 
the preparation of accurate returns. It is your responsibility to keep those records for five (5) 
years.  

6.1 Prudential Audit 

Unless we are specifically requested to perform a Prudential Audit for any taxation purposes, we 
will be processing your books of accounts solely as presented to this office, with no review of 
your primary source documents being undertaken, on the specific understanding that you have 
the necessary supporting documentation to satisfy the Australian Taxation Office evidentiary 
requirements. We will, however, advise you of areas of possible tax or business exposure at each 
meeting. 
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6.2 Documentation 

Before any documentation (ie. taxation returns, annual returns etc.) are lodged on your behalf, 
we shall review them with you for your approval. It will be our endeavour at all times to ensure 
that your taxation and company secretarial affairs are presented and duly lodged with the 
relevant Government Departments by their due dates providing they are received in our office to 
allow sufficient time for preparation and lodgement of the same.  

7. Our Obligations 
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 ability to continue its business or to avoid material penalty, we will: 

• discuss the matter with the appropriate level of management, those charged with 
governance or the internal auditor, as appropriate 

• consider whether to communicate the non-compliance or suspected noncompliance with 
your external auditor, unless prohibited by law or regulation 

• disclosing the matter to an appropriate authority even when there is no legal or regulatory 
requirement to do so; 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. 

8. Your Obligations 
• Provide the information as set out in the scope of work 
• If the information provided is in the form of a schedule, it is our understanding you are 

holding onto all copies of receipts, invoices etc 
• You are responsible for full disclosure of all relevant information. 
• You are responsible for your own record keeping relating to your affairs.  
• You are responsible for the reliability, accuracy and completeness of the particulars and 

information provided to us. 
• You are responsible for retaining paperwork for as long as legally required. 
• You are responsible for ensuring that your business activities are conducted in accordance 

with laws and regulations. 

9. Your Privacy 
ATM Consultants are committed to ensuring the privacy and security of your personal 
information. We support and uphold National Privacy principles, which set standards for 
accessing, collecting, storing and using personal information we obtain from you as a result of 
our business operations. 
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Any information acquired by us in the course of our engagement is subject to strict confidentiality 
requirements. Information will not be disclosed by us to other parties except as required or 
allowed for by law or professional standards, or with your express consent. Our files may, 
however, be subject to review as part of the quality control review program of CPA Australia which 
monitors compliance with professional standards by its members. By accepting this agreement, 
you acknowledge that, if requested, our files relating to this engagement will be made available 
under this program. Should this occur, we will advise you. The same strict confidentiality 
requirements apply under this program as apply to us. 

10. Third Party Involvement 
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 third party involvement is likely to exceed the fixed price (if 
applicable). 

In providing our services to you, we utilise FYI Docs, Xero, Quickbooks, MYOB Online, Class, 
Annature Sign, Docu-sign, TOA Global, Seamless SMSF and IT Register using Cloud Computing. 

Acceptance of our services in conjunction with this engagement document indicates your 
acceptance of the use of outsourced services as described above. 

11. Use of Artificial Intelligence and Technology Tools 
We may use artificial intelligence (AI), including Microsoft 365 Copilot and other secure 
technology tools, to assist in the delivery of our services. These tools may be used for tasks such 
as document review, drafting, research, data analysis and administrative support. We remain 
responsible for all professional services, advice and deliverables provided to you, and all AI-
generated outputs are subject to appropriate human review and professional judgement. We will 
take reasonable steps to protect the confidentiality, privacy and security of your information and 
will only use AI and technology providers that we consider appropriate for professional use. 
Personal information will be handled in accordance with applicable privacy laws and our 
professional obligations. By engaging us, you consent to our use of AI and cloud-based 
technology providers in connection with the provision of our services, subject to appropriate 
privacy, confidentiality and security safeguards. The use of AI does not diminish our obligations 
under the Tax Agent Services Act 2009, the TPB Code of Professional Conduct or CPA Australia's 
ethical and professional standards. 

12. Self-assessment and your records 
As the taxpayer you are responsible under self-assessment to maintain full and proper records 
in order to facilitate the preparation of a correct return. You need to comply with the 
Substantiation Rules of the Australian Taxation Office and keep the necessary receipts and 
documents to support the tax return schedules.  

Whilst 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 later review. Under the taxation law such a review may take place within a period of up to four 
(4) years after tax becomes due and payable under the assessment. Furthermore, where there is 
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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 in the return is accurate. 

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. You must provide a 
description of all of the facts (with supporting documentation) that are relevant to your scheme 
or circumstances in your private ruling application. If there is any material difference between 
the facts set out in the ruling and what you actually do the private ruling is ineffective.  

If you rely on a private ruling you have received, the Commissioner must administer the law in the 
way set out in the ruling, unless it is found to be incorrect and applying the law correctly would 
lead to a better outcome for you. Where you disagree with the decision in the private ruling you 
can lodge an objection against the ruling if it relates to income tax, fuel tax credit or fringe benefits 
tax. Your time limits in lodging an objection will depend on whether you are issued an assessment 
for the matter (or period) covered by the private ruling.  

13. Ownership of Documents 
13.1 Client owns: 

• source records 
• accounting data 
• Xero file data 
• tax returns 
• final work product prepared for client 

13.2 ATM owns: 

• working papers 
• templates 
• methodologies 
• checklists 
• calculations 
• internal notes 
• quality review files 
• AML files 

13.3 Lien on Documents   

In relation to any subsequent termination of our services, you are advised that ATM Consultants 
has a policy of exploring a legal right of lien over any client documents in our possession in the 
event of a dispute. This would mean that ATM Consultants would be entitled to retain all 
documents belonging to you and any related parties we act for until payment is received in full 
for all outstanding fees.  

14. Cloud Accounting Files 
Any accounting software file, including Xero, MYOB, QuickBooks or similar systems, belongs to 
the client irrespective of which party holds the software subscription. 

14.1 Firm Subscription 

Where the subscription is held by ATM Consultants Pty Ltd: 
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• the underlying accounting data remains the property of the client; 
• we may retain administration rights while we provide services; 
• upon termination we will transfer the file or subscriber rights to the client or their nominee; 
• reasonable fees may be charged for: 
• transitioning the file; 
• exporting historical records; 
• preparing records required for our compliance obligations; and 
• providing handover assistance. 

14.2 Client Subscription 

Where the subscription is held by the client: 

• the client must grant ATM Consultant Pty Ltd adviser access and manage users access 
sufficient for us to provide services; 

• before terminating our access the client authorises us to export and retain copies of 
records, reports and working papers necessary for: 

• record retention; 
• professional obligations; 
• taxation obligations; 
• AML obligations; 
• defence of claims; and 
• compliance with legal requirements. 

15. Professional Standards Scheme & Limitation of Liability 
Pursuant to s33 of the Professional Standards Act 1994, our liability is limited by a scheme 
approved under professional standards legislation. 

16. Professional and Regulatory Obligations 
16.1 Dispute Resolution & Termination 

This agreement continues until the scope of work concludes or is terminated in writing by either 
party. 

We may immediately terminate the engagement if: 

• AML requirements cannot be satisfied; 
• information requested is not provided; 
• professional fees remain unpaid; 
• trust and confidence has broken down; 
• we consider continuing the engagement may expose us to legal, regulatory or reputational 

risk. 
If you have a complaint concerning our services, please contact us in the first instance. You may 
also lodge a complaint directly with the Tax Practitioners Board. 

16.2 Tax Practitioner Board Information 

Our Tax Agent Registration Number is 42746000. 

The TPB Register may be accessed at www.tpb.gov.au. 
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Information about our registration and obligations under the Tax Agent Services Act is available 
upon request. 

16.3 Obligations under the Anti-Money Laundering and Counter-Terrorism Financing Act 
2006 (Cth) and/or the Tax Agent Services Act 2009 (Cth) 

«ClientName»’s acknowledges that where we are 

• a reporting entity within the meaning of the Anti-Money Laundering and Counter-Terrorism 
Financing Act 2006 (Cth) (AML/CTF Act); and/or 

• a registered tax agent under the Tax Agent Services Act 2009 (Cth) (TASA) and are subject 
to the Code of Professional Conduct established under section 30-10 of TASA (as updated 
by the Tax Agent Services Regulations 2022 and the Tax Agent Services (Code of 
Professional Conduct) Determination 2024);  

• we are subject to special obligations under that Act or Acts (as applicable) as amended 
from time to time. 

In accordance with those obligations, we may: 

• disclose to the relevant authority any matter we are required or permitted to disclose; 
• withdraw from the engagement and the professional relationship; and/or 
• act otherwise in accordance with the law and our ethical obligations 
This clause survives termination of this engagement. 

16.4 AML/CTF Customer Due Diligence 

We have a duty to comply with our obligations under the Anti-Money Laundering and Counter-
Terrorism Financing Act 2006 (Cth) and associated rules, before providing designated services. 
This duty continues while we provide you with those designated services. 

This may include requiring you to provide us with information and documents reasonably 
necessary to enable us to: 

• verify your identity, including the identity of any person on whose behalf you are receiving 
the services, or of any person acting on behalf of you and their authority to act; 

• where you are not an individual, verify the identity of your beneficial owners;  
• identify whether «ClientName», any beneficial owner of «ClientName»,  any person on 

whose behalf «ClientName» is receiving the services, or any person acting on behalf of 
«ClientName» is: 

(i) a politically exposed person; or 

(ii) a person designated for targeted financial sanctions; 

• identify the source of funds; 
• identify the nature and purpose of the business relationship or occasional transaction, 

and/or 
• verify any other matter relating to «ClientName» that is specified in the Anti Money 

Laundering and Counter Terrorism Financing Act 2006 (Cth) and/or associated rules, as in 
force, amended, replaced, or remade from time to time, 

before providing you with any designated services. 

We will maintain all records required by law including as required under the Anti-Money 
Laundering and Counter-Terrorism Financing Act 2006 (Cth) and associated rules. 
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All information collected under this clause shall be handled in accordance with the Privacy Act 
1988 (Cth). 

We are not required to disclose the nature or existence of any report made to a regulatory 
authority where prohibited by law. 

We may suspend work and refuse to provide services until all AML information requested by us 
has been provided and verified to our satisfaction. 

16.5 New client onboarding Fee 

We may charge an onboarding fee for new clients. The onboarding fee may include: 

• AML/CTF customer due diligence 
• client acceptance procedures 
• conflict checks 
• review of prior accountant records 
• software setup and configuration 
• transfer and migration of accounting information 
• establishment of client records 
• data quality review 
 

The onboarding fee will be disclosed to the client before commencement of work. 

16.6 Client Disengagement Fee 

Upon termination of the engagement we may charge a disengagement fee based upon the time 
spent and costs incurred in completing the disengagement process. The fee may cover: 

• transition meetings 
• handover correspondence 
• communication with the incoming adviser 
• retrieval of archived information 
• preparation of records for transfer 
• exporting accounting software data 
• retention and storage of compliance records 
• provision of documents previously supplied to the client 
• closing client accounts and access permissions 
 

This fee is payable before release of information except where prohibited by law. 
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