Seamlss - Streamlined Client Onboarding & Verification for Accounting Firms

Customising Templates

Re-Engage - https://seamlss.com.au/help/customising-templates/

Document templates can now be customised for the individual client when sending engagement

letters and fetch requests.

Engagement Letters
Once you have Created a New Request, you can add Engagement Letters to the Request.
Fill out the details to add a client as normal.

When you arrive at the Engagement Letter section, choose the document template from the

drop-down menu.

Engagement Letter Document template

Engagement Letter (Default) v

Clayton Wood Meeting

Engagement Letter (Default)

My Template
of My Template (Clayton Wood)

Select Template

Then select the grey Customise Template for this Request button.

Engagement Letter Document template

Engagement Letter (Default) v

Template used: Documents » (Any templote)

Customise Template for this Request »

Here, you can personalise the template using the editing window.
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Template content:

Text Format
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Creating an Engagement Letter in Seamlss for
{{ORGANISATION_NAME}}

Objective: Copy and paste your engagement letter that meets

professional and legal standards.

Steps:

1. Start with a Template in Seamlss: Use Seamlss to create a
foundational engagement letter template that covers essential

terms and conditions.

2. Consult Professional Bodies: For specifics, refer to guidelines

from CAANZ. CPA Australia. IPA. NTAA. etc.. to ensure
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The editing window has a toolbar at the top for Undo
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, Redo, Bold, /talic, and Underline.
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There are three options for bullet point styles and six options for numbered list styles.
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You have the option to increase or decrease the indent.
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Creating an Engagement Letter in Seamlss for
{{ORGANISATION_NAME}}

Objective: Copy and paste your engagement letter that meets
professional and legal standards.

The three dots at the end of the toolbar will show additional options for adding a link or table, or
viewing the source code.
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As you edit, you will be able to see a preview of how the email will appear.
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Engagement Letter Templates X

Template content: Documents preview:

Text Format
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business edge advisors.

Creating an Engagement Letter in Seamlss for
{{ORGANISATION_NAME}} Creating an Engagement Letter in Seamlss for leuru:l
Express Accounting

Objective: Copy and paste your engagement letter that meets

professional and legal standards. Objective: Copy and paste your engagement letter that

meets professional and legal standards.

Steps:

Steps:
1. Start with a Template in Seamlss: Use Seamlss to create a
foundational engagement letter template that covers essential 1. Start with a Template in Seamlss: Use Seamlss to
create a foundational engagement letter template
that covers essential terms and conditions.

2. Consult Professional Bodies: For specifics, refer to
guidelines from CAANZ, CPA Australia, IPA, NTAA,
etc., to ensure compliance with the latest standards.
Start with one of their handy templates.

3. Template Essentials for your firm:

o Scope of Services: Define what will be provided.
& Responsibilities: Outline both firm's and client's
duties.
o Fees and Payments: Detail fee structure and
payment terms.
o Term and Termination: Specify duration and
termination conditions.
o Confidentiality: Address how client information is i

terms and conditions.
2. Consult Professional Bodies: For specifics, refer to guideline’o
from CAANZ. CPA Australia. IPA. NTAA. etc.. to ensure = o

Apply template changes OR, Save this custom template as a new template

Cancel
m My Template Done, save as new template

When you are finished, click the green Done button. This will apply the changes for this client

only, and will not affect the template.

Apply template changes OR, Save this custom template as a new template

Cancel
My Template Done, save as new template

If you want to use this version of the template again letter, you can save a new template by giving
it a name in the My Template text area, then clicking the blue Done, save as new template

button. This will create a copy and the original template will remain unchanged.

Apply template changes OR, Save this custom template as a new template

Cancel
My Template Done, save as new template
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