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LETTER OF UNDERSTANDING

Whereas, CCAS is a Detroit based company and provides various business services to small and medium sized businesses, schools and non-profit organizations; Whereas CCAS possess the required skill sets to perform such services; please check mark those services that you feel provides the best value for your organization at this time.  Please sign the Letter of Understanding and mail or fax to my attention right away.  CCAS will call you and confirm a data gathering and start date.

· ACCOUNTS PAYABLE SERVICES
CCAS will perform accounts payable check writing services on a weekly or biweekly basis.  The client agrees to fax all invoices and a cover letter listing such approved invoices to CCAS.  A Chart of accounts will be provided for coding purposes.  

	Monthly fee for all Monthly, Quarterly and Annual Reports
	 $           31.00 


· Cash Requirement Report


· AP Report

· General Ledger Dist. Report

(Sample Fees)
	Checks
	Weekly
	Bi-Weekly
	Monthly

	Min
	     34.00 
	     39.00 
	     45.00 

	12
	     34.90 
	     39.90 
	     45.90 

	13
	     35.80 
	     40.80 
	     46.80 

	14
	     36.70 
	     41.70 
	     47.70 

	15
	     37.60 
	     42.60 
	     48.60 

	16
	     38.50 
	     43.50 
	     49.50 

	17
	     39.40 
	     44.40 
	     50.40 

	18
	     40.30 
	     45.30 
	     51.30 

	19
	     41.20 
	     46.20 
	     52.20 

	20
	     42.10 
	     47.10 
	     53.10 


· ACCOUNTING SERVICES
CCAS will prepare monthly bank reconciliations, assistance in the budgeting process and generate balance sheet, income statement trend analysis and cash flow reports consistent with generally accepted accounting principles.  CCAS will provide a General Ledger summarizing the Cash Receipts Journal, Disbursement Journal and Payroll Journal.  The client agrees to provide bank statements and a list of cash receipts and disbursements not later than the 10th working day of the month.  There is a $275.00 set-up fee and a $150.00 year-end close out fee, plus a per transaction fee cost:  

 (Sample Fees)
	Number of Transactions
	Cost per Month

	1-50
	$250.00

	51-100
	$295.00

	Over 100
	Will require consultation.


· INCOME TAX SERVICE
CCAS will prepare all business and personal tax returns required by the various taxing jurisdictions.  The client agrees to all information requested to properly prepare tax returns.  The costs of corporation returns are detailed below.  Personal tax returns are priced separately, based upon a per form charge.  This does not include bookkeeping, which is billed at $85.00 per hour.  The client agrees to provide all information requested to properly to properly prepare tax returns.

· Business Tax Returns (Sample Fees)

	Tax Return
	Fee

	Corporation Federal
	$ 575.00

	SBT State
	$ 175.00

	Corporate City
	$ 75.00


· Personal Tax Returns (Sample Fees)
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	Tax Return
	Fee

	Form 1040EZ
	$ 65.00

	Form 1040A
	$100.00

	Form 1040 
	$ 175.00 +


+ Plus a per form charge for Rental ($175 / Business $175 / Stocks  (varies).

State ($75) City ($25)
· PAYROLL SERVICES
CCAS will prepare weekly, bi-weekly and monthly payroll, a payroll register, journals and tax liability reports.  CCAS will provide the required monthly and quarterly reconciliation and reporting reports for the IRS, State, M.E.S.C., and City.  Year end W-2 and reconciliation reports will be provided by the January 25th. 

The client agrees to fax payroll hours to CCAS 5 days before its pay date.  The client also agrees to provide CCAS with the following start-up documents:


· Client Information Sheet

· A list of employees

· W-4’s for all employees

· A list of Independent Contractors

· Power of Attorney forms for federal and state

· W-9s upon request

There is a $100.00 set-up fee, plus a per transaction fee (see transaction fee table).  Our fees are very competitive.  Unlike our competitors, Consultation relative to problem resolutions are performed free of charge.

            (Sample Fees)

	Checks
	Weekly
	Bi-Weekly
	Monthly

	0
	24
	25
	30

	1
	     25.00 
	     30.00 
	     36.00 

	2
	     25.90 
	     30.90 
	     36.90 

	3
	     26.80 
	     31.80 
	     37.80 

	4
	     27.70 
	     32.70 
	     38.70 

	5
	     28.60 
	     33.60 
	     39.60 

	6
	     29.50 
	     34.50 
	     40.50 

	7
	     30.40 
	     35.40 
	     41.40 

	8
	     31.30 
	     36.30 
	     42.30 

	9
	     32.20 
	     37.20 
	     43.20 

	10
	     33.10 
	     38.10 
	     44.10 


	Monthly fee for all Monthly,Quarterly and Annual Reports
	 $           31.00 


· BUSINESS PLANS
CCAS will prepare or assist you in the preparation of your organization’s business plan.  The plan will include a narrative and history of the company, marketing study, product analysis, Performa financial statements, projections, statistical analysis and supporting documentation.

	Business Plans
	Description
	Price
	Time

	Level I
	A Level One Business Plan is a full color, investor ready business plan.  Generally, this plan is used for bank funding and light venture capital needs.  It comes complete with financial projections and charts showing cash flow, projected profit and loss, balance sheet, and more.
	$1200 - $1450
	7 – 10 Days

	Level II
	A Level Two Business Plan is the same as the Level One in layout, but much deeper research.  The Level II provides considerable scope analysis of the market, the competition, the products or services offered, and the target customer.
	$2500 - $2900
	10 – 14 Days

	Level III
	A Level Three plan is different than Level I or Level II, in that it is completely customized with product specific information such as patents, intellectual property, feasibility studies, and market surveys.  The Level III is the upper echelon business document used to procure venture funding in excess of $1,000,000.  From health care to telecommunications, Internet to manufacturing, this plan is loaded with the research and verbiage to leave no room for guessing on your visions success.  Contact a Business Plan Consultant.
	$3500 and Beyond
	21 – 28 Days

Very Intensive


SEE BELOW FOR OTHER WORK

· PERSONAL PROPERTY TAX ASSESSMENT & INVENTORY SERVICES
CCAS will prepare your Annual Personal Property Tax Report.  The client agrees to provide CCAS with a listing of their personal property, date purchased and cost.  If the client is unable to provide this information, CCAS can perform inventory services to obtain this information.  The Cost to prepare this Return is $125.00.  The cost of inventory is $85.00 per hour.  Below are the state rules and regulations relative to filing such taxes:

	The Michigan Constitution provides for the assessment of all real and tangible personal property not exempted by law.  Tangible personal property is defined as tangible property that is not real estate.  Form L-4175 is used for the purpose of obtaining a statement of assessable personal property for use in making a personal property assessment.  Michigan law provides that the assessor must send Form L-4175 to any person or entity that may possess assessable personal property.  Michigan law also provides that a person or entity receiving Form L-4175 must complete it and return it to the assessor by the statutory due date, even if they have no assessable property to report.  If you had assessable personal property in your possession on December 31st, you must submit a completed Form L-4175 to the assessor of the community where the property is located by the statutory due date, even if the assessor does not send you a form to complete.


· THE FINANCIAL PLANNING PROCESS
Assess where you are now, define your financial goals and objectives, and develop a plan to achieve them.

· INVESTING
Establish how much risk you’re willing to take to achieve your goals, consider the time available, and evaluate the investments available to achieve the results you desire.

· INSURANCE & RISK MANAGEMENT
Identify the risks that might interfere with your financial plan, and take steps to manage the risks through various types of insurance.

· RETIREMENT PLANNING
Get ready for retirement by making a realistic assessment of what you’ll need when you’re no longer working; consider the special issues you might face before and during your retirement.

· ESTATE PLANNING
Consider what you’d like to achieve with the assets you’ve accumulated over a lifetime and soften the impact of your death on those you leave behind.

· TAX PLANNING
Stay on top of your tax obligations to maximize how much of what you acquire that you actually get to keep.

· OTHER WORK
CCAS will perform other services as requested and agreed upon.  The client agrees to request such services in a timely fashion.  Failure to do so will result in a premium or surcharge for such work.  Included in this category is back work, problem resolution, answering correspondence, special reports, etc.  Our standard rate is $75.00 per hour.  However, a retainer fee is required based on estimated hours.

Either party can void this agreement with a 30 day notice; however, CCAS reserves the right to cancel this agreement immediately, if fraud is detected.


Offered:




Accepted:



CCASgroup



(Signature)




(Signature)




(Date)





 (Date)








Company Name: ______________________


Address:  ____________________________


City, State:  __________________________


Zip Code:____________________________


Telephone # _________________________


Fax #: ______________________________

19401 W. Mc Nichols Detroit, MI 48219


1-313-532-5050


Fax 1-313-532-5855	


Web www.ccas-inc.com
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