



Your Practice Name

Your Address

Your Address

Your Address

Tel: your tel numberXXX

Date

Letter of Engagement

Your Client’s name

Client Address

Client Address

Client Address

Client Address

Client Address

Dear 

[] denotes delete if not applicable

[We enclose a Client Questionnaire which we have completed with as much information as we have in our working files.  Please can you check the information, and fill in any blank areas, and then return the document to us at the above address.  This will enable us to update our records.]

Due to the Proceeds of Crime Act 2002 and Money Laundering Regulations 2007, we are required by law to keep updating records periodically, and will be subsequently doing so at the point when we do your year end accounts/self assessments.

YOUR NAME will undertake to act on your instructions, if required for

a) the calculation of your personal tax affairs 

b) the calculation of the corporation tax payable by the Ltd company

c) the calculation of tax for each of the Partners/Directors

d) The production of a period set of accounts for use in a) to c)

e) The calculation of quarterly VAT accounts and returns where agreed

f) ANY OTHER SERVICES 

If required we will supply information of details and contacts for specialist advise, without further charge.

We will charge additional fees for specific requirements such as

a) Profit Planning, Cash Forecasts and detailed reporting for banks and financial institutions 

b) Tax and VAT investigations, where we are required to be present

c) ANY OTHER SERVICES

Fees are based on a time basis, [an hourly or daily charge rate], and will reflect the amount of work and complexity involved per client.  

Where extra work is required, we will contact you before this work begins, and give you an estimate of what this may cost.

Tax and VAT investigations will be charged on a time basis where necessary, which will be agreed up front.

Payment of fees is due within XXdays of the date on the invoice.

[For payroll contracts, we will produce weekly, fortnightly or monthly payslips for all named employees, and a payment summary for PAYE payments, and year end P35, P14, P60s for submission to the Inland Revenue.]

We will not divulge any information relating to your financial position or of a personal nature to any other third parties without permission from yourselves.  [This can take the form of a 64-8 for Tax purposes, enclosed.]

We have in place a continuity agreement to ensure that the practice is able to operate on an ongoing basis.

We expect you to inform us of when your accounts are ready, but if we have not heard within 6 months of the year end, we will contact you directly.

If you do not require our services, then it is standard practice to inform us of this as soon as possible.  We will return all your paperwork pertaining to accounts and tax, but retain all working papers, which are the property of YOUR NAME.

[We will produce unaudited accounts, and therefore] it is your responsibility to supply us with all the relevant details pertaining to your set accounts in the form of

a) Primary documents such as
1) cheque books/paying in books





2) Copy invoices for Sales





3) Purchase invoices





4) Copies of VAT returns 





5) Bank statements for the period





6) Petty cash books, Cash books, and other manual records





7) Disc copies of computer accounts

b) Tax documents in the form of CIS vouchers

c) Details of any large capital expenses – like plant and Machinery >£250

d) Details of any change of vehicles within the period

e) Details of any cash transactions that may have taken place and that are not adequately recorded in the cash books

f) Details of any other forms of income (interest/dividends/rentals etc)

This information will enable us to produce a set of accounts more efficiently.

Any queries arising from the preparation of the accounts or personal tax affairs will require a satisfactory explanation.

We require that any significant changes to your trading position within an accounting period are made known to us, as soon as is possible.

For your personal tax, we will require all the relevant information necessary to complete your tax return. 

We look forward to a good working relationship and wish you all the best in your next year of trading.

Please sign, date and return the attached copy to confirm you have read this letter and agree with its contents, [and also sign and return the new 64-8 for YOUR NAME]

YOUR NAME

I have read and agree with the details outlined in the Letter above

Signed ………………………………………………………

Dated ………………………………………………………….
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