Statement of work
Quarterly reconciliation project
Parties Clear Ledger Bookkeeping and Fern Studio
Reference BOOK-01 / version 1 / 2 November 2026
Governing terms Bookkeeping engagement terms dated 2 November 2026
Purpose and deliverables
Reconcile one bank account for July to September 2026 and give the client a clear list of unresolved items.
	Deliverable
	Acceptance criteria
	Due

	D1  One quarter's reconciliation for one bank account and one entity
	The supplied bank statements and ledger are reconciled; each unresolved item is listed for the client, with the missing information identified.
	13 November 2026

	D2  Exceptions summary and one handover call
	The client receives the reconciliation and exceptions summary, with one consolidated clarification round and a 30-minute handover call.
	13 November 2026



Client inputs and assumptions
Client inputs The client supplies ledger access, complete July to September statements for the agreed bank account and supporting documents by 4 November. Jo Morgan consolidates queries and feedback.
Assumptions One entity, one bank account, one quarter and up to 150 transactions. Existing opening balances have been agreed. Missing documents are recorded as exceptions rather than inferred.
Exclusions
Other bank accounts, earlier periods, payroll, tax returns, tax advice, assurance and substantial correction of historic opening balances.


Reviews and timing
One consolidated clarification round; client responses are due within two working days. Corrections needed to meet the original acceptance criteria are included. Additional periods, accounts or services need a separate agreement.
Start 5 November; finish 13 November 2026, subject to the agreed records and responses. Agree revised dates if client inputs change.
Fees and payment
Fee basis Fixed fee
A fixed NZ$800 for the agreed deliverables. The practice's eight-hour delivery allowance is for planning; it does not convert this into hourly billing or make an overrun chargeable.
Fees are in NZD and exclude any applicable tax. No expenses are included or chargeable unless separately agreed in writing.
Invoice NZ$800 on delivery. Payment is due 14 days after the invoice date.
Changes to this agreement
Use a separate change request referencing this SOW and version. Set out changed deliverables, exclusions, client inputs, hours, fees and dates, including zero or reduced fees where agreed. Both authorised contacts record their decision through the agreed acceptance method before the changed work starts. A pending request does not change this SOW.
Extra services, an inaccurate estimate, internal rework and missing client inputs have different causes. Review the cause and the existing agreement before proposing additional charges.
Acceptance
Service provider Alex Chen, Clear Ledger Bookkeeping
Client Jo Morgan, Fern Studio
Record Both named approvers accepted through the practice's engagement process on 2 November 2026; reference BOOK-01 v1.
This is a starting point, not legal advice. Have your contract terms reviewed for your jurisdiction.


Change request
Quarterly reconciliation project
Reference BOOK-01 / version 1; Change 01
Parties Clear Ledger Bookkeeping and Fern Studio
Request Jo Morgan, Fern Studio; 6 November 2026
Requested change
Reconcile a second bank account for the same entity and quarter, covering up to 40 additional transactions. Include its unresolved items in the exceptions summary and the existing handover call.
Reason The second account was excluded from the original one-account scope.
Effect on hours fees and dates
	Measure
	Original
	Change
	Revised

	Planning hours
	8
	+2
	10

	Fixed fee (NZD)
	NZ$800
	+NZ$200
	NZ$1,000

	Completion
	13 November 2026
	See below
	16 November 2026



Timing and inputs One additional working day. Complete statements and supporting documents for the second account are due on 9 November.
Fee basis Separately agreed fixed addition of NZ$200; the 2 extra planning hours do not create hourly billing.
Scope and terms The same quarter, entity, review round and handover call. Earlier periods, payroll, tax services and historic opening-balance corrections remain excluded. Tax basis and payment terms continue.
Decision and authority
Decision Approved; effective 6 November 2026
Approvers Alex Chen, Clear Ledger Bookkeeping; Jo Morgan, Fern Studio
Acceptance record Both approvers accepted through the engagement process on 6 November 2026 before work on the second account; reference BOOK-01 / Change 01.
A request alone does not authorise changed work. Record agreement before it starts. 




