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Phrases for Writing Memos, E-mails, Letters and Notes:

Opening salutation

Give reasons for writing
Refer to previous contact
Make a suggestion
Apologize

Give good news

Give bad news

Request
Offer help

Remind
Refer to future contact

Closing salutation

FATTHAR SR BT AR 5 A -

Dear xxx

I'm writing to

With regard to your letter...

Further to our previous meeting...

I would like to suggest that...

I would like to apologize for...

We apologize for any inconvenience caused by...

We are delighted to...

We are pleased to...

Unfortunately, ...

We regret to tell you that...

I would be grateful if you could...

If you have any further queries/problems, please do not
hesitate to contact me...

May I reminder you that...

I'm looking forward to working with you again in the future.
I'm looking forward to meeting you again.

Yours faithfully(when the letter begins Dear Sir/Madam)
Yours sincerely(when the letter begins Dear Mr/Ms/Mrs)
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(1) China Code of Ethics for Certified Public Accountants CPA HRMV & £ 01

(2) Self interest H & fl 4%
(3) Self review A IR

(4) Advocacy i BEHES

(5) Familiarity wUIRFR
(6) Intimidation IME R F
(7 ) Direct financial interest HESFF
(8) Contingent fee BA A

—. BEMLS

Threats to fundamental principles fall into one or more of the following categories: Self

interest; Self review; Advocacy; Familiarity and Intimidation.

Unfavorable factors | Examples of circumstances that create threats for a CPA

(1) A member of the assurance team having a direct financial interest in the
assurance client;

(2) A firm having undue dependence on total fees from a client;

1. Self-interest (3) A member of the assurance team having a significant close business
relationship with an assurance client;

(4) The firm being worried about the possibility of losing a significant

client;
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Continued

(5) A member of the assurance team entering into employment negotiations
with the assurance client;

(6) The firm entering into a contingent fee arrangement relating to an assurance
engagement;

(7) The CPA discovering significant errors when evaluating the results
of a previous professional service performed by a member of the CPA's

firm.

2. Self-review

(1) The firm issuing an assurance report on the effectiveness of the
operation of financial systems after designing or implementing the systems;
(2) The firm having prepared the original data used to generate records
which are the subject matter of the assurance engagement;

(3) A member of the assurance team being, or having recently been, a
director or officer of the client;

(4) A member of the assurance team being, or having recently been,
employed by the client in a position to exert significant influence over the
subject matter of the engagement;

(5) The firm performing a service for an assurance client that directly

affects the subject matter information of the assurance engagement.

3.Advocacy

(1) The firm promoting shares in an audit client;
(2) The CPA acting as an advocate on behalf of an audit client in litigation

or disputes with third parties.

4.Familiarity

(1) A member of the engagement team having a close or immediate family
member who is a director or officer of the client;

(2) A member of the engagement team having a close or immediate family
member who is an employee of the client who is in a position to exert
significant influence over the subject matter of the engagement;

(3) A director or officer of the client or an employee in a position to exert
significant influence over the subject matter of the engagement having
recently served as the engagement partner;

(4) The CPA accepting gifts or preferential treatment from a client;

(5) A partner or senior employee of the firm having a long association with

the assurance client.




PEIEMSITHIELHSE—EI2RE

Continued

S.Intimidation

(1) The firm being threatened with dismissal from a client engagement;

(2) An audit client indicating that it will not award a planned non-assurance
contract to the firm if the firm continues to disagree with the client's
accounting treatment for a particular transaction;

(3) The firm being threatened with litigation by the client;

(4) The firm being pressured to reduce inappropriately the extent of work
performed in order to reduce fees;

(5) A CPA feeling pressured to agree with the judgment of a client
employee because the employee has more expertise on the matter in
question;

(6) A CPA being informed by a partner of the firm that a planned promotion

will not occur unless the CPA agrees with an audit client's inappropriate

accounting treatment.
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(2)i#{di A/ AY; This may creat the threat of...( i iR I #)—I0 ). (3 ) SRHERTE,
FEIFH 0T . @ Remove sb from the audit team, and review his work by other CPA; @ Decline
the client's request; (3 Perform external quality control review; @) Resign from the engagements;

(5 No safeguards.

M. 2o
1. What are the fundamental principles of Code of Ethics and conduct?
— Integrity.
— Objectivity.
— Professional competence and due care.

— Confidentiality.



