ASHTON
W/HEELANS

SHAPING SUCCESS

Client Name:

CLIENT INFORMATION STANDARD QUESTIONNAIRE - 2024

Information required for the preparation of your Annual Financial Statements and tax returns

e This form must be completed, signed and returned to our office along with the following accounting records.
e Only complete the items that are applicable to your circumstances.

Note: Chartered Accountants Australia & New Zealand require us to have this form signed

CONTACT DETAILS

We would like to confirm we have the correct contact details for you, please enter below:-

Telephone No:
Mobile No:
Email Address:

Physical Address:

Postal Address:

If incorrect address show above

GENERAL v
e Is there a date you require your accounts completed by? If Y please provide date: Y/N
¢ Would you like a draft copy of the financial statements before they are finalised? Y/N
e Would you like us to supply a copy of the financial statements to the bank?
If Y, then please provide Bank Manager Contact Details and Email Address Y/N
e Would you like more than one copy of the Annual Report? If Y, how many? Y/N
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SYSTEM
Please tick and complete the appropriate section as follows:

OWN COMPUTER MANUAL RECORDS
SOFTWARE XERO OR BANKLINK / CASHBOOK
O O O
Go to Question 1 Go to Question 2 Go to Question 3
1. OWN COMPUTER SOFTWARE \/

If you prepare your own computer based cashbook, please contact us to arrange the most efficient way to
transfer the electronic data to our system or specific which computer system and version you are using?

Alternatively provide the following printouts/documents in hard copy, as at Balance Date:-

e Trial balance, with account codes O
e Profit and Loss Account for the year |
e Balance Sheet O
¢ Bank Reconciliation of each bank account |
e Copy of last bank statement for each account |
e Accounts Receivable (Debtors) listing O
e Accounts Payable (Creditors) listing |
e Stock on Hand / Work in progress listing O
e Holiday Pay Report (include details of any paid out within 63 days of balance date) |
e Details of Fixed Assets purchase / sold during the year (attach invoices) |
e Copies of Loan / Mortgage / Hire Purchase Agreement entered into during the year |
e Attached Mortgage / Loan Account statements for year |
e GST Returns and workings |
e FBT Returns (if applicable) O
e Legal Statements for purchase / sale of property during the year |
> Go to Question 13 onwards and complete as applicable
2, XERO OR BANKLINK v

¢ Please provide bank statements as at your balance date
> Go to Question 4 onwards and complete as applicable

AN

3. MANUAL CASHBOOK

Please send us the following documents:-

e Bank Statements O
e Copy of cashbook |
e Cheque butts — with full details on all butts up to one month after balance date, identifying the nature
of the payment, eg: purchases, petrol, motor vehicle repairs, stationery etc. O
Please mark all private payments as drawings
o Bank Deposit Books — with details of items other than normal business sales O

> Go to Question 4 onwards and complete as applicable
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INCOME DURING THE YEAR NOT BANKED / EXPENSES PAID PRIVATELY v

Was all business income banked into your business bank account? Y/N
If NO, please provide details

Were any business expenses paid personally? Y/N
If YES, please provide details

CASH ON HAND v

Cash on hand should include cash floats and Eftpos / Visa / Amex / Diners and cash sales prior to
Balance Date but not banked until after Balance Date

Cash Float $ Income Not Banked $ O
Till Float $
STOCK ON HAND / WORK IN PROGRESS / CONSUMABLES ON HAND v
Do you have Stock on Hand / Work in Progress? Y I N (If N go to question 7) Y/N
Stock and WIP should be valued at the lower of cost or market value. You are required to value
stock as close to Balance Date as possible and maintain full records to verify stock and WIP levels.
Do these figures include GST Y /N Basis of Valuation
Stock on hand $ Cost Y /N
Work in progress $ Market Y/N
Consumable supplies $ Retail Y/N

If yes what is the average mark up %
Do you have consumables of more than $58,000 on hand? Y/N
Defined as being an item used in a production process.
AMOUNTS OWING TO YOU / ACCOUNTS RECEIVABLE /| DEBTORS (GST Inclusive) v
All accounts owing to you should be advised or listed. To be tax deductible any bad debts must be |
written off before Balance Date.
If any bad debts have been written off during the year please enter total $ |
and provide a list
Total Debtors Owing (Excluding Bad Debts) $ |
Retentions at Balance Date (Supply Details) $ O
If any debts are doubtful, please enter total (Supply Details) $ |
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8. AMOUNTS OWING BY YOU / ACCOUNTS PAYABLE / CREDITORS v
e Please list all accounts owing by you (GST inclusive) at balance date, indicate name of creditor and
nature of debt O
. What for?
Name Total (inc GST) )
eg: Purchases, repairs etc
¢ Include PAYE, FBT and RWT paid after year end |
e Holiday Pay and Bonuses owing as at balance date, we will seek from you what amount is paid out |
63 days after balance date, as these are tax deductible within this timeframe.
¢ Unpresented Cheques written before balance date but not presented until after. O
9. GOODS AND SERVICES TAX, FRINGE BENEFIT TAX, RWT , ACC v
e Please provide us with copies of GST Returns, FBT Returns, RWT Reconciliation and supporting |
working papers, plus all ACC invoices (if applicable)
10. ASSETS PURCHASED / LEASED
e Did you purchase or lease any assets valued over $500 plus GST during the year?
e IfY, please enclose hire purchase agreements, lease agreements, and purchase/tax invoices, sale YIN
and purchase agreements and solicitor settlement statements
Date Description From Whom Purchased Cost (gst inc) Trade Ins
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11. ASSETS SOLD DURING THE YEAR v
Please provide details of all assets sold / written off during the year (include assets traded in). |
Please review last years fixed assets schedule and note any assets that you no longer have, or are |
obsolete.
Please also note any assets not included that you think should be there. O
Date Description To Whom Sold Cost Trade Ins
12. MORTGAGES AND LOANS v
Please provide annual summary from your bank / financier of all loans held during the year OR all |
loan statements for the year.
Please advise the security details, interest details and term of all existing / new loans. O
13. INVESTMENTS v
Please supply full details of all interest received by you from within and outside New Zealand (include |
advice notices and statements)
Please provide full details of any investments sold or purchased during the year O
Please provide loan details, if you raised a loan to purchase investment |
Please supply dividend advice notices for all dividends received from New Zealand and overseas
companies. These should also include advice notices where shares have been received in lieu of |
dividends as well as bonus issue details
Please supply full details of any Portfolio Investment Entity (PIE) Income. Include advice notices and |
statements
Please supply full details of any Foreign Investment Fund (FIF) Income, Include advice notices and |
statements
NOTE: It is important that we see the actual advice notices so that we can ensure the correct tax
credits are claimed in your return.
14. SHAREHOLDER SALARIES

Please provide details of duties undertaken by each shareholder:

Shareholder Name Duties Undertaken
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15.

BUSINESS MOTOR VEHICLE(S) — PRIVATE USE

(This section is not applicable to companies, where vehicles are subject to Fringe Benefit Tax)

Your claim for motor vehicle running costs is limited to business use ascertained from either a daily |
log book or a percentage established by a daily log over a typical 3 month period
With a daily log please provide: Business kms for year
Total kms for year O
When did you last update your logbook? (These have a three-year life)
If percentage basis please provide: Business kms for year O
Percentage claimed %
Do you own more than one vehicle and if so are the expenses relating to your private vehicle
. Y/N
charged to the business account?

16.  PRIVATE USE v
Please provide an estimate of the value of business goods taken during the year for private use (at |
cost price)

The cost of private toll calls included in your business payments O
The cost of domestic utilities included in your business payments |
The cost of any other person goods or services included in your monthly business payments (that are |

not detailed on cheque butts)

17.

USE OF PRIVATE DWELLING FOR BUSINESS PURPOSES

This may be the use of an area as an office or storage room, etc

Please supply the following details:

<

Expenditure incurred on dwelling: (if paid from business account these should be clearly identified) O
Rates $ Insurance $
Interest on Mortgage $ Repairs $
Electricity & Heating $ Telephone Line Rental $
Business Toll Calls $ Other $
Purchase price of property $ Total Area of Home m(J
Rateable Value of Land $ Area used of Business m{J
Rateable Capital Value* $ Type of Construction
*Formerly known as Government Valuation Brick / Wood / Concrete etc

18.  COMPANIES ONLY v
Please advise if there are any contingent liabilities you are aware of that existed at Balance date. |
These are liabilities that may arise contingent on some future event eg: pending legal action.
Please advise of any matter of circumstance since the end of the financial year, not otherwise dealt
with in the information supplied, that has significantly affected, or may significantly affect, the |
operations of your business, the results of those operations or the state of affairs of your business.
Please advise of any capital or lease commitments which existed at Balance Date |
Please advise of any changes to shareholdings or Directors in the year. |



19.

PERSONAL INCOME

Please provide details of personal income received / expenses paid:

Interest received, please obtain interest RWT deduction certificates, (IR15 forms), from your
various financial institutions. Including PIE statements if applicable

Dividends received and overseas income. Should you have any investments in Foreign Investment
Funds, please provide full details). Statement from investment broker if available.

NOTE - Dividend certificates must be provided

Receipts for donations to churches or charitable organisations. Note that each receipt must be
$5.00 or more. Also note that school fees are not deductible, however if the payment is made in
the form of a donation it is deductible.

Personal Insurances — Income protection, please provide details

20.

WORKING FOR FAMILIES ( Formerly Family Assistance)

Complete the following details if you are looking after any children who were 18 years old or younger.
(note that children who left school do not qualify for Working for Families from the day after they left)

Name of Child Date of Birth IRD No Dat‘:l;flti Schoolif
Did you receive Working for Families during the year? If Y, how much did you receive? Y/N
$
Have you had a change in Marital Status (including defacto) ? Y/N
Has there been a change in custody arrangements? Y/N

In Work Payment — you may be entitled to an In Work Payment depending on the weekly hours of
work per individual / family and source of income, please provide hours of work

21.

PARENTAL TAX CREDITS

Have you had a new child during the year?
If Y have you received Paid Parental Leave?
You also may be entitled to a “Parental Tax Credit”.

You will need to apply for an IRD number for the child. If you wish to do this, please visit the IRD
website and print a IR595 application form.

Y/N
Y/N
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22,

PROPERTY SALES / BRIGHT LINE TEST

v

If you have sold a property that was purchased after 1 October 2015 during the year then you may be Y/N

taxed under the Bright Line Test.

Please provide details of property sales and the declarations your lawyer may have completed with

the property sale.

Your main personal home would be excluded unless you have already used the exclusion twice in

the last two years or you are property dealer / trader

Property Address

Purchased Date

Sold Date

23.

TRUSTS AND ESTATES ONLY

Have there been any changes in Trustees since the start of the financial year?

Please supply details

Were any gifts received by the Trust (cash, forgiveness of debt, bequests)?

Please supply details
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24. AUTHORISATIONS

If you have any questions, please discuss these with us before signing this 2024 Questionnaire.

1. We hereby authorise Ashton Wheelans Limited to seek any additional information they may require for
the purpose of preparing our financial statements and statutory requirements. This includes information
from the Inland Revenue Department, Companies Office, Solicitor, Employees, Bank or other financial
institutions and we hereby authorise our Solicitor, Employees, Bank or other financial institutions to supply
such information.

2. We confirm for the purposes of the Privacy Act 1993 that the information contained in this questionnaire
has been provided to Ashton Wheelans Limited to enable them to fully advise and assist us in the
management of our financial affairs and authorise Ashton Wheelans Limited to utilise that information for
that purpose in such manner as they may consider appropriate including, by way of example and not
limitation, the preparation and completion of annual accounts and income tax returns, the provision of
information to our banks, Solicitors or other advisors.

3. We confirm that Ashton Wheelans Limited will provide assistance in meeting tax obligations, including
advice on payments and / or reminder letters for taxes due. However, the responsibility for paying the
correct tax on time rests with the taxpayer, not Ashton Wheelans Limited as agents.

4, We authorise Ashton Wheelans Limited to act as our agent for ACC levy purposes for all associated
entities. This authorisation allows Ashton Wheelans Limited to query and change information on our
ACC levy account(s) through ACC staff, and through ACC online services.

5. We authorise Ashton Wheelans Limited to be our Inland Revenue Tax Agent for all tax types and
communication with the Inland Revenue Department on our behalf.

Full Name Signature Date

Full Name Signature Date
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Introduction
AW (AW includes its partners, employees, and related entities) has set out in this document our basic terms and conditions of
business (the “Terms”), which, together with our Engagement Letter (together called “this Agreement”), will apply to all work AW
undertakes for you with respect to this engagement. If there is any conflict between these Terms and our Engagement Letter, then
the Engagement Letter shall prevail.
Our Services
AW will provide the services set out in our Engagement Letter (the “Services”) and will use all reasonable commercial efforts to
provide the Services in an efficient and timely manner, using the necessary skill and expertise to an appropriate professional
standard.
Conflict Of Interest
Except as disclosed in the Engagement Letter (or Audit Proposal), AW is not aware of any conflict of interest, which would affect our
ability to provide the Services to you. We will inform you if we become aware of any conflict of interest in our relationship with you
(including between the various people this engagement letter covers) or in our relationship with you and another client. Where
conflicts are identified which cannot be managed in a way that protects your interests or you do not consent to the way in which we
propose to manage the conflict then we will be unable to provide further services to some or all the persons to whom this
engagement applies. If this arises, we will inform you promptly.
We may act for other clients whose interests are not the same as or are adverse to yours, subject to the obligations of conflicts of
interest and confidentiality referred to above.
Your Obligations
You agree to pay for the Services in accordance with this Agreement.
You will provide AW promptly with information reasonably required for the proper performance of the Services, including access to
appropriate members of your staff, records, information technology, systems, and premises.
AW shall be entitled to rely upon the accuracy of all information provided by you, or by others on your behalf, without independently
verifying it.
You shall be responsible for the use of, or reliance on, advice or recommendations supplied by us in the delivery of our Services.
You undertake that if anything occurs after information is provided by you to AW, to render such information untrue, unfair, or
misleading, you will promptly notify AW, and, if required by AW, take all necessary steps to correct any communication or document
issued which contains, refers to or is based upon such information.
You must keep us informed on a timely basis of changes in your circumstances that may affect our services.
You acknowledge that information made available by you, or by others on your behalf, to or which is otherwise known by, partners
or staff or AW who are not engaged in the provision of the Services shall not be deemed to have been made available to the
individuals within AW who are engaged in the provision of the Services.
If AW are acting for a business, and receive conflicting advice, information or instruction from different persons, we may refer the
matter to the board of directors, partners or proprietors (as applicable) and act only as requested by them.
You undertake to attach our disclaimer, compilation reports, audit or review report, where applicable and accountants’ statements
when distributing the financial statements and budgets/cashflow forecasts (or parts thereof) to third parties.
We will advise you and your [spouse/partner] on the basis that you are a family unit with shared interests. We may deal with either of
you or may discuss with either of you the affairs of the other. If you wish to change these arrangements, please let us know.
You must not act on advice given by us on an earlier occasion without first confirming with us that the advice is still valid.
Know Your Customer
From 1 October 2018, all New Zealand accounting practices became subject to New Zealand's Anti-Money Laundering and
Countering Financing of Terrorism Act 2009. Where we are required to conduct customer due diligence, this Act does not allow us
to act, or continue to act, for our clients unless we have conducted that due diligence. Accordingly, we may be required to verify your
identity for the purposes of the anti-money laundering laws. We may request from you such information as we require for these
purposes and make searches of appropriate databases.
Accordingly, we may be required to verify your identity for the purposes of anti-money laundering laws. We may request from you
such information as we require for these purposes and make searches of appropriate databases.
Professional Obligations, Confidentiality & Disclosure Permissions
The conduct of this engagement is in accordance with the rules, regulation and professional and ethical requirements of the
Chartered Accountants Australia and New Zealand and the New Zealand Institute of Chartered Accountants (NZICA). Information
we obtain during this engagement is subject to confidentiality requirements, in addition to our obligations under the Privacy Act
2020. Both parties acknowledge that they may, during the engagement, acquire information that is proprietary or confidential to the
other party.
Both parties agree to hold such information in strict confidence, and not to divulge such information except as required by law or
judicial process, or to any persons or bodies responsible for regulating their businesses or internal policies.
The requirements above include the NZICA Code of Ethics, which among other things contains confidentiality.
requirements. In accordance with these requirements, we will not disclose information we obtain during this engagement to other
parties, without your express consent, except as required by:

Laws and regulations (for example, disclosures required under the Anti-Money Laundering and Countering Financing of

Terrorism Act 2009 (including to a third-party auditor) and as required by the Common Reporting Standard)

Professional obligations including:

. the provisions of the NZICA Code of Ethics that apply if we become aware of actual or potential ‘non- compliance with
laws and regulations’ (NOCLAR). Where any such non-compliance poses substantial harm (such as adverse
consequences to investors, creditors, employees, or the public), we may be required to disclose the matter to an
appropriate level of management or those charged with governance and/or an appropriate authority.

Il the provisions of the NZICA Rules and Professional Standards that subject us to practice review, trust account audits,
investigations, and disciplinary procedures. These rules require us to disclose to NZICA, its practice reviewers and/or
it's disciplinary bodies our files and workpapers including client information.

In accepting this engagement you acknowledge that, if requested, our files related to this engagement may be made available to
NZICA, it's practice reviewers and/or it's disciplinary bodies. Employees and contractors of NZICA are also bound by confidentiality
under contract and by the NZICA Code of Ethics.

In accepting this engagement, you provide us with your express consent to disclose your information to:

. our service providers or regulatory bodies to the extent required to perform our services in respect to this engagement;
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. our professional advisors or insurers to the extent required to protect our interests in respect to this engagement;

. our external peer reviewer to the extent required to review this engagement; and

. our service providers or regulatory bodies to the extent required to perform our services in respect to this engagement.

. Accelerate for the purposes of completing annual reviews of ACC. Noting there is no obligation to commit to this service after the
initial review is completed.

. Audit Shield, to provide a quote for Audit Insurance. Noting there is no obligation to commit to the product.

We will take reasonable steps to ensure any such recipient (other than a regulatory body) keeps such information confidential on the

same basis we maintain in respect.

We may retain your information during and after our engagement to comply with our legal requirements or as part of our regular IT back-

up and archiving practices and for professional reasons (e.g., to perform the work under this engagement or to comply with our

professional and ethical obligations). We will continue to hold such information confidentially.

We may mention that you are a client for promotional purposes.

Our workpapers and client documents

You acknowledge that the workpapers we produce in the course of our work for you, which are not an integral part of the end

product of that work, are the property of AW.

Where reasonably possible we will:

(a) inform you if any other person seeks access to our workpapers; and

(b) seek your comment before granting access to any person unless we are compelled to do otherwise by law.

In certain circumstances the Inland Revenue Department may require access to information and workpapers and we may not be

legally able to prevent such access.

If we are provided with custody of any documents by you or on your behalf, including share registers or constitution documents,

those documents will be retained during our appointment (unless their earlier return is requested), at the end of which they will be

returned to you unless separate arrangements have been made. We shall be entitled to retain copies.

We reserve the right to exercise a lien in respect of any unpaid fees and disbursements over any documents and files belonging to

you, which may be in our possession.

Ownership

We shall retain ownership of the copyright and all other intellectual property rights in the product of the Services, whether oral or

tangible, and ownership of our working papers. You shall acquire ownership of any end product of the Services on payment of our

charges. For the purposes of delivering Services to you or other clients, AW shall be entitled to use, develop, or share with each

other knowledge, experience and skills of general application gained through performing the Services.

Staff

You agree that during the provision of the Services, and for a period of six months thereafter, you will not make any offer of

employment to any AW partner or employee involved in the provision of the Services, without our prior written consent.

You agree that should you employ any AW partner or employee involved in the provision of the Services during the provision of the

Services and for a period of six months thereafter, you will pay AW a fee equal to 15% of the remuneration package offered to the

person concerned.

Benefit Of Advice

Unless otherwise specifically stated in the Engagement Letter, any advice or opinion relating to the Services is provided solely for

your benefit and may not be disclosed in any way, including any publication on any electronic media, to any other party and is not to

be relied upon by any other party.

During the supply of our Services, we may supply oral, draft or interim advice, reports or presentations but in such circumstances

our written advice or final written report shall take precedence. No reliance should be placed by you on any oral, draft or interim

advice, reports or presentations. We will endeavour to record all advice on important matters in writing. Advice given verbally is not

intended to be relied upon unless confirmed in writing. If we provide verbal advice (for example during a meeting or telephone

conversation) that you wish to rely on, you must ask us to confirm the advice in writing.

AW shall not be under any obligation in any circumstance to update any advice or report, oral or written, for events occurring after

the advice or report has been issued in final form.

Problem Resolution

If at any time you would like to discuss with us how the Services can be improved or if you have a complaint about them, you are

invited to telephone the partner or director, identified in the Engagement Letter. We will investigate any complaint promptly to

resolve the difficulties. We have policies and procedures in place to deal appropriately with complaints and will use our best

endeavours to resolve a complaint or dispute to the mutual satisfaction of the parties involved.

If the problem cannot be resolved, the parties agree to enter mediation, or some other form of alternative dispute resolution, before

commencing legal proceedings.

In the event of a dispute, or where fees remain unpaid beyond the due date, we reserve the right to suspend provision of the

Services until such time as the dispute is resolved or the fees are paid. Suspension of the Services will not affect your obligation to

pay us for Services rendered to the date of suspension.

Health and Safety

We are required to comply with the provisions of the Health and Safety in Employment Act 1992 (the “Act”) by taking all practical

steps to ensure the health of safety of our people. AW expects its people to take responsibility to ensure their own safety and that

no harm is caused to others in the workplace. However, the Act places responsibility for their safety on you when they are visitors to

your site. It may be appropriate for your Health and Safety representatives to hold a safety briefing at the beginning of the

assignment for those involved, regarding the hazards, provision of any appropriate equipment, awareness of accident reporting

procedures and emergency procedures.

Privacy

AW will comply with the Privacy Act 2020 when collecting, holding, or disclosing personal and sensitive information concerning your

shareholders, members, customers, employees, and other individuals with whom you have dealings (“stakeholders”).

If your stakeholders have not been made aware of the possible collection, holding, use or disclosure of their personal and sensitive

information by AW as part of this engagement, you agree to inform AW so that, should this be necessary, AW may take action to

raise the awareness of your stakeholders.

Circumstances Beyond Your Or Our Control

Neither of us shall be in breach of our contractual obligations nor shall either of us incur any liability to the other if we or you are

unable to comply with the Agreement as a result of any cause beyond our or your reasonable control. In the event of any such
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occurrence affecting one of us, that one shall be obliged as soon as reasonably practicable to notify the other, who shall have the
option of suspending or terminating the operation of the Agreement on notice, taking effect immediately on delivery.

Governing Law And Jurisdiction

This Agreement and all aspects of our engagement and our performance of the Services are governed by, and construed in
accordance with, the laws applicable in New Zealand. Both parties agree to irrevocably submit any disputes arising under this
Agreement to exclusive jurisdiction of the Courts of New Zealand.

Where an AW Partner (or staff member) acts as a Trustee, either via a Professional Trustee Company or in their personal capacity,
AW will maintain all statutory records required under section 45 of the Trusts Act 2019. AW will also notify beneficiaries under the
same legislation, monitor assets and investment, and engage actively in the transactions of the Trust. A separate Trustee fee will
apply at an hourly rate or part thereof based on the time necessarily spent on your affairs and include reimbursement for
disbursements.

Investment And Financial Advisory Advice

We are prohibited from providing you with investment or financial advice regulated under the Financial Markets Conduct Act 2013,
as amended by the Financial Services Legislation Amendment Act 2019.

Variation

These terms and conditions may be updated from time to time on the Ashton Wheelans Website. If you continue to engage Ashton
Wheelans, and have not terminated the agreement, this will be deemed to be acceptance of the new terms and conditions. We will
notify clients of changes to terms and conditions via our periodic newsletter. Should you wish to agree modified terms and
conditions, no variation will be valid unless confirmed in writing by authorised signatories of both parties on or after the date of
signature of the Engagement Letter in question.

Statutory Terms

Nothing in these Terms excludes, restricts, or modifies the application of the provisions of any statute where to do so would
contravene that statute or cause any part of these Terms to be void.

Entire Agreement

This Engagement Letter and the Term & Conditions, as may be amended from time to time, are the only communications governing
our relationship. To the maximum extent permitted by law, AW will have no liability for any statements, representations, guarantees,
conditions or warranties (collectively referred to as “representations”) arising from communications (oral or written) which are not
expressly contained in this Agreement and Terms & Conditions and all representations to exercise reasonable care or render our
Services with due care and skill which may otherwise be implied by statute, common law or custom are expressly excluded. If any
representations are important to you, you should ensure that they are expressly set out in the Engagement Letter before signature.

Communication

Unless otherwise agreed with you, we may correspond by means of the Internet or other electronic media to provide information to

you in electronic form. Because of the inherent risks associated with the electronic transmission of information on the Internet or

otherwise, we cannot guarantee the security and integrity of any electronic communications or information sent or received in

relation to this engagement. While it is our policy to check our e-mail correspondence and other electronic information with anti-

virus software, we similarly cannot guarantee that transmissions or other electronic information will be free from infection. You

acknowledge that if we are working on your premises, we may need to connect to the internet through your internal network to

access our systems.

You may not rely on electronically transmitted advice or opinion unless it is subsequently confirmed by fax or letter signed by an

authorised signatory of AW.

You must advise us of any changes to your contact details. We may send any communications to the last contact details you have

provided. Unless you instruct us otherwise, we may, where appropriate, communicate with you and with third parties via email or by

other electronic means. The recipient is responsible for virus checking emails and any attachments. There is a risk of non-receipt,

delayed receipt or inadvertent misdirection or interception by third parties in any form of communication, whether electronic, postal,

or otherwise. We are not responsible for such matters beyond our control.

Interpretation

If any provision of the engagement letter or these terms is void, that provision will be severed, and the remainder will continue to apply.

If there is any conflict between the engagement letter and these terms, these terms prevail.

Termination

Our relationship with you involves continuing trust, confidence, and co-operation. If the relationship has broken down either of us

may terminate the professional relationship by notice in writing to the other. If such notice is given you will be required to pay our

professional fees and disbursements for work carried out to the date of termination, by the due dates required.

Where No Audit Undertaken (Applicable to Compilation Assignments Only)

Our procedures will not include verification or validation procedures. No audit or review engagement will be performed and

accordingly no assurance will be expressed as to the accuracy of information.

Detection of Fraud

Our engagement does not include the investigation or discovery of internal control weaknesses, error, illegal acts, or other

irregularities, including without limitation, fraud, or non-compliance with laws and regulations. However, we will inform you of any

such matters which come to our attention during our engagement.

When Undertaking Compilation Assignments

AW will prepare the financial information at your request and exclusively for your benefit. We will not accept any liability of any kind

whatsoever, including liability by reason of negligence, to yourself or any other person for losses incurred as a result of placing

reliance on the compiled financial information.

Limitation Of Liability

To the maximum extent permitted by law, our maximum aggregate liability (including of all our principals, partners, directors, and

employees) under or in connection with this engagement letter or its subject matter is limited to the value of the fees you have paid

to Ashton Wheelans over the last 12 months. You agree not to bring any claim against any of our partners, directors, principals, or

employees in their personal capacity.

To the maximum extent permitted by law, we are not liable to you for:

a. indirect, special, or consequential losses or damages of any kind; or

b. liability arising due to the acts or omissions of any other person or circumstances outside our reasonable control, or your breach of
these terms.

Responsibility



Ashton Wheelans Limited
Terms and Conditions of Business

28.

29.

30.

31.

32

32.1

32.2

32.3

32.4

33.

34.

35.

36.

The preparation of GST returns, FBT returns, PAYE returns, income tax returns or any Inland Revenue return (including estimations
of provisional tax) by AW on your behalf does not remove you from the onus of responsibility.

Indemnity

You agree to indemnify AW, its directors, employees and agents against all liabilities, claims, costs, and expenses incurred, which
arise out of, or are in any way associated with, the services provided under this contract. However, the indemnity does not apply to
any loss to the extent it results from AW’s negligent, wrongful, or unlawful acts or omissions.

Retention of Records

AW retains your records for the statutory period of seven years. After this period records are destroyed. If you require retention of
your records for longer than the statutory period, please advise us in writing.

Administration Charges

Standard administration charges may be added to your fees at a fixed rate as a contribution towards printing, scanning, and other
internal overhead costs associated with completing your financial statements and tax returns. Accounting Software charges we
manage and on charge on your behalf are subject to change at the supplier’s notification, details will be updated on the website or
through our newsletter. We also receive a contribution towards the administration costs of managing your accounting or other
financial system administration subscriptions by way of a percentage commission.

Contractors & Suppliers

Ashton Wheelans Limited may from time to time outsource work to a third-party contractor to support capacity requirements. All
contractors are required to uphold the same level of service and are subject to the same Ashton Wheelans Limited policies and
procedures as employees. If you would like further details on when this may occur, please let us know. This requires electronic
information to be shared with our chosen service providers in accordance with our Privacy Policy. Our service providers may be
New Zealand based or based in the Philippines and subject to local privacy regulations. Any work outsourced is for processing
efficiencies and to ensure our clients receive the best service at the most efficient rate possible. All work is reviewed by a New
Zealand based employee and Partner before completion.

Commissions

As part of our standard service offering, each year we offer Audit Shield Insurance to clients, based on your level of group annual
turnover. To issue your quote based on the correct level of cover, you consent to us providing Accountancy Insurance Limited with
your contact details and tier of turnover category. Ashton Wheelans Limited receives a commission as the referring party to cover
time costs associated with administering the service and providing quotes. The commission is based on the turnover category of
client group and can range from 8% to 34%.

As a Xero Platinum Partner we invest time in Xero tips and tricks sessions for clients, as well as ongoing training for our staff to
ensure they are up to date with the latest Xero offerings. Where we maintain your subscription for Xero, in return we receive 30
percentage commission of your Xero fees from Xero for business edition plans only.

ACC levy reviews are processed with Accelerate who deduct a fee from any refunds obtained. Ashton Wheelans Limited also
receive a fee of 8.25% for facilitating this as an administration fee for time costs associated with providing necessary information.
We may also engage with other software providers (payroll providers or app solutions) who offer a percentage commission as the
referring party. We will advise you of the commission we receive (if any) and will update our terms and conditions on our website
accordingly.

Client Bank Account Authority

Ashton Wheelans will not access or facilitate payments via your bank account. However, if you have a requirement for AW to make
payments on your behalf via your bank account, this will be expressly agreed with you in writing via separate authority
documentation.

Client Money

We maintain a trust account for dealing with client monies on their behalf. We can only accept money into our trust account on your
behalf if you have provided us with a written trust account authority letter which details the authority given to us in relation to that trust
money.

We may need to undertake further client due diligence to comply with our obligations under the AML Act. We may not be able to
process a transaction if the required information is not provided.

We prefer not to act as signatory on client bank accounts as a general rule, however from time to time where you specifically
request that we do, this will be agreed in writing and our preference is always to be only one of two signatories required to release
funds.

Payment

Prior to commencing our services, unless otherwise agreed, we may (subject to job duration and complexity) require you to provide
us with 20% of our estimated fee on receipt of your records, 50% progress payment while the work is carried out and 30% on
completion. The progress fees will be applied against our final invoice, and any unused portion will be returned to you upon our
collection of all outstanding fees and costs related to this engagement. Unless otherwise agreed in writing we will invoice you
monthly and/or on the completion of an assignment and our invoices are payable on receipt. Invoices unpaid 30 days past the billing
date may be subject to an interest charge of 1.5% per month. In the event that any collection action is required to collect unpaid
balances due to us, you agree to reimburse us for our costs of collection, including legal fees. If we elect to terminate our services
for non-payment, or for any other reason, our engagement will be deemed to have been completed upon written notification of
termination, even if we have not completed our report. You will be obligated to compensate us for all time expended, and to
reimburse us for all out-of-pocket costs, through to the date of termination. If we are required (pursuant to court order or other legal
process) to produce documents or attend court in relation to the Services for judicial or administrative proceedings to which we are
not a party, you shall reimburse us at standard billing rates for our professional time and expenses, including reasonable legal fees,
incurred in responding to such requests. Unless otherwise agreed to the contrary, our fees do not include the costs of any counsel,
or other professionals or third parties engaged with your approval. We may also suspend our services or cease to act for you by
giving written notice if payment of any fees is unduly delayed. We intend to exercise these rights only where it is fair and reasonable
to do so.

Company Registered Office

Where you engage us to act as registered office for your company or companies, you acknowledge that you are required to provide
us with copies of minutes of all formal directors meetings, details of any major transactions to be undertaken over 50% of the value
of total assets (prior to being undertaken so that this can be passed as a special resolution), and advise us of any Director’s conflicts
of interests that arise or details of transactions where a Director is an interested party to enable company records and registers to be
maintained effectively.
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GoCardless process Direct Debit payments on behalf of other businesses and organisations, such as the merchant that you wish to
make payments to. These businesses and organisations create payments for their customers using our system and we then process
these according to the parameters and instructions they have set. These terms and conditions explain how GoCardless will operate
when it collects payments from your bank account.

Definitions

Unless otherwise defined in these terms and conditions (the “GoCardless Terms”), capitalised terms have the meaning given to
them in the Conditions of Instruction to Accept Direct Debits” (“Bank Terms”). Customer means the person or entity identified as
such on the Application, who intends to make payments to the Merchant by way of direct debit (also referred to as “you” and “your”
in these Terms and Conditions). Direct Debit Instruction means the application form containing the GoCardless Terms and the Bank
Terms and completed by you for the purposes of authorising payments to be made from your bank account to the Merchant by way
of direct debit.

GoCardless means GoCardless Limited, the payment service provider authorised by the Merchant to process direct debit payments
made by you to it, on its behalf. The “Initiator” in the “Conditions of Instruction to Accept Direct Debits” above is GoCardless.
Merchant means the person or entity that the Customer intends to make payments to by way of direct debit and identified as such
on the Application.

Direct Debit Instruction

By completing the Direct Debit Instruction, you agree to be bound by the Bank Terms in addition to the GoCardless Terms.

You acknowledge that by completing the Direct Debit Instruction, you are authorising the Merchant to debit your nominated bank
account (as it appears on the Direct Debit Instruction) for the amounts and at the frequency set out in the Direct Debit Instruction.
You acknowledge that GoCardless provides direct debit payment processing activities to the Merchant and as such, where
GoCardless is instructed by the Merchant, GoCardless will debit your nominated bank in accordance with the instruction.

Any changes to the information provided by you on the Direct Debit Instruction must be communicated by you directly to the
Merchant. You acknowledge that GoCardless will not accept any instruction directly from you to vary the Direct Debit Instruction.
Liability Of GoCardless

GoCardless may cease providing the Merchant with direct debit payment processing services upon written notice to the Merchant in
accordance with the agreement entered by GoCardless and the Merchant for the supply of those services. In such circumstances,
GoCardless will cease accepting the Merchant'’s instruction to debit your nominated bank account in connection with the Direct Debit
Instruction. If you continue to receive goods or services from the Merchant, you must contact the Merchant directly to set up an
alternative payment method.

GoCardless will not be responsible for any delay that may occur in processing a direct debit payment on the Merchant’s behalf if:
there is a public holiday on the day or on the day after a payment is due to be made;

a payment is received either on a day that is not a business day or after the normal close of business on a

business day;

GoCardless does not receive the Direct Debit Instruction in sufficient time to process the payment; or

the Direct Debit Instruction is not duly completed.

You acknowledge that GoCardless is not involved in the supply of any goods and/or services to you, and any disputes regarding the
supply of any goods and/or services for which you have made payment for in connection with the Direct Debit Instruction are to be
dealt with directly by you and the Merchant. GoCardless is not involved in or express or implied liability in relation to any goods or
services provided by the Merchant.

Nothing in the GoCardless Terms or the Bank Terms creates any relationship or liability between GoCardless and you for any
purpose and any disputes regarding any payments debited from your nominated bank account should be directed to the Merchant.
General

If there is any inconsistency or conflict between the GoCardless Terms and the Bank Terms, the GoCardless Terms will prevail.

The GoCardless Terms are governed by the laws of New Zealand.



