Memorandum of Understanding in Relation to BAS Services Work and Responsibilities provided by a Self-Employed Individual or a Company
[Guidelines For Working Under The Direction Of A Registered Tax Agent]
This document in principle reflects the understanding and agreement between

The Client (“Client”):
The clients name and address
The Tax Agent (“Tax Agent”): 
The Tax Agent firm name and address 

The BAS Service Provider (“BSP”) bookkeeper/ consultant:

Your name (and Trading Name if applicable) and address
in relation to the following entities(“Entities”)
1)   ABN & Entity Name



2)   ABN & Entity Name
3)   ABN & Entity Name



4)   ABN & Entity Name
for providing retrospective and on-going BAS Services in relation to any relevant Business Activity Statements and or PAYG Withholding Statements prepared and lodged by the above entities for the following periods:

01 / 07 / 2000    to   28/ 02 / 2010
This agreement indicates the intention of each of the parties to comply with the provisions of Sn 251L(6) & 251L(7) of the ITAA 1936 in relation to the preparation and lodgement of Business Activity Statements.

Whereas 

1) the Client has engaged the BSP to assist them in the preparation and lodgement of the Entities Business Activity Statements

2) the Client has engaged the Tax Agent to (amongst other duties outside the scope of this agreement) provide guidance and review to the BSP in accordance with the ATO guidelines in relation to Sn 251L, specifically the provisions concerning “Guidance by a Tax Agent” including the following:

1.0   Guidance: 
The BSP shall report to and seek guidance from the Tax Agent on the progress of any BAS services performed under this agreement.  The Tax Agent shall monitor such work and provide any relevant feedback and review at least annually with the 30 June Journal adjustments.
The BSP shall not provide any GST or PAYG Withheld advice or interpretation on an area of BAS obligations or entitlements which BSP is not qualified or experienced to provide.  The BSP shall seek advice or confirmation from the Tax Agent on the accounting for any relevant special transactions.
2.0   Risk Based Quality Assurance: 
2.1   Tax Agent Role:

Tax Agent will assure that the BSP’s work is of a satisfactory standard.
Where the work is unsatisfactory the Tax Agent will ensure the BSP is -
· made aware of the deficiency and

· educated as to what the correct treatment is

In the event of the work being unsatisfactory, the Tax Agent is to review the quality assurance process to determine if any changes are required.
2.2   BSP Role:
· Will maintain the knowledge and skills appropriate to the level of direction provided by the Tax Agent
· Have available all the necessary client documentation to verify the workings from which any BAS service was provided

· When advised of any unsatisfactory work, the BSP will identify and correct all instances in other BAS’s that they have prepared and undertake further learning if necessary
3.0   Principles for Quality Assurance:
The BSP must satisfy the Tax Agent that the work performed is of a satisfactory standard by:

· Demonstrating that the BSP possess the knowledge and skills to prepare the Activity Statement
· The Tax Agent will check a risk-based sample of the BSP’s work

· The Tax Agent will ensure that corrective action and feedback is provided where the work is not accurate or complete

4.0   Reputation and Competency:
When designing the quality assurance process, the Tax Agent will consider the following risks when forming and opinion of the BSP’s reputation and competency:

· Inherent risk and materiality

· Experience 

· Complexity of transactions entered

· Size of clients transactions

· Control risk

· Use of checklists

· Maintaining detailed working papers

· Comprehensive procedures

· Tax Agent support


· Maintaining up to date information and knowledge

· Detection risk

· The Tax Agent will sample check the BSP’s work

· The Tax Agent will investigate the original client documentation to verify the workings for the document that was lodged with the Tax Office where appropriate and required
The BSP will provide the Tax Agent on request with evidence of appropriate knowledge and skills in the following:

· Knowledge of the tax laws relating to BAS Service provisions and the Tax Office rulings that support those laws

· Knowledge of the relevant Tax Office administrative policies and procedures regarding the lodgement of Business Activity Statements
· Knowledge of the relevant procedures and practices on how to complete a Business Activity Statement PAGW Instalment Activity Statement from a client’s source accounting records

· Knowledge of the accounting software applications used by the Client and experience in their use

· Attainment of a recognised industry benchmark or membership of a professional accounting or bookkeeper association

· Previous work experience or other competence
The BSP for their own protection is requested to maintain relevant business general public liability and/or professional indemnity insurance.  A copy of currency may be requested by the Tax Agent 

The BSP agrees that subject to the provisions of the Freedom of Information Act: 

· Proprietary Information will, for all purposes and at all times, both during and after its contract with the Client, be kept strictly confidential and secure 

· During and after this BSP’s agreement with the Tax Agent, the BSP will hold all Proprietary Information and other confidential information related to the business and affairs of Client which it may learn of or be exposed to, in trust.
5.0   Maximum Term of this Agreement:

The maximum term of this agreement continues only until the 28 February 2010 prior to the new Tax Agent Services Act 2009 being implemented.  This agreement may be terminated by either party in writing at any earlier date.

	ENGAGEMENT AUTHORISED BY CLIENT -
_________________________________
Print Client Name

_________________________________
Print Client Position

_________________________________
Client Signature

Date: ___/ ____/ _______
	AGREED AND ACCEPTED BY -
Tax Agent:

_______________________________
Print Tax Agent Name

_______________________________
Tax Agent Signature

_______________________________
Tax Agent number
Date: ___/ ____/ _______

BAS Service Provider:

_______________________________
Print BSP Name

_______________________________
BSP Signature

Date: ___/ ____/ _______










