



Your Practice

Practice Address

Address

AB1 2CD

Telephone Number
The Old Accountants

Address

Address

Date  

Dear Sirs,
New Self Assessment/Sole Trader/Partnership client + address
We have been asked by the above to accept an appointment as their accountant. 

It would be appreciated if you would confirm that you have no professional objections to us accepting this position.

Assuming that there are no objections, we would be pleased to receive the following:-

1. A copy of the most recent Self-Assessment Tax Return and details of schedules and calculations

2. A copy of the last trial balance and Accounts, together with details of debtors, creditors, prepayments accruals etc. (where applicable)

3. Details of any outstanding matters with the Inland Revenue.

We look forward to your earliest reply.

Yours faithfully,

Your name

Your qualifications and contact details

