
Engagement Letter 

Thank you for engaging us as your accountants. This letter and the attached schedules of 
services, together with our standard terms and conditions, set out the basis on which we will 
act. 

Who we are acting for 

We are acting for you only. Where you would like us to act for anyone else such as your spouse, 
a partner, a director, a partnership or a limited company, we will issue a separate engagement 
letter to them. 

HMRC may send you an agent authorisation code which expires within 30 days of issue. Please 
send this to us as soon as you receive it. This code will enable us to register as your agent with 
HMRC. 

Nominated Persons 

For the avoidance of doubt, we will act on instructions received from you or any person 
authorised by you. 

By instructing us, you confirm and warrant that any nominated person is authorised to give 
instructions and information to us on your behalf and to receive our advice and work produced 
on your behalf. Any change to the nominated person should be notified to us in writing. 

Period of Engagement 

This engagement will start from the date services are agreed. We will not deal with earlier years 
unless you specifically ask us to do so and we agree. 

Scope of Services 

We will carry out the work that you instruct us to undertake. 

Details regarding the scope of work to be completed are contained in the attached schedules. 
These state your and our responsibilities in relation to the work to be carried out. If we agree to 
carry out additional services for you, we will provide you with a new or amended engagement 
letter. 

Only the services that are listed in the attached schedules are included within the scope of our 
instructions. If there is additional work that you wish us to carry out which is not listed, please 
let us know and we will discuss whether it can be included. 

Fees 

Our fees will be charged in accordance with our standard terms and conditions. Please review 
these to ensure you understand the basis of our charges and our payment terms. 

 

 

 

 

 



 

Limitation of Liability 

We specifically draw your attention to the section in our standard terms and conditions that 
sets out the basis on which we limit our liability to you and to others, including the exclusion of 
liability to third parties. 

Unless otherwise agreed in writing, the limitation of aggregate liability will not exceed one year’s 
chargeable fees. 

Anti-Money Laundering Legislation 

We are required to comply with the Proceeds of Crime Act 2002, the Terrorism Act 2000 and the 
Money Laundering Regulations. 

Before we accept your instructions, we may need to obtain satisfactory evidence to confirm 
your identity. In certain circumstances, we may also need to obtain evidence confirming the 
identities of third parties, the source of funds, or the purpose of instructions. 

If at any time there appear to be grounds to suspect that your instructions relate to criminal 
property, we are obliged to make a report to the relevant authorities and may be prohibited from 
informing you that we have done so. 

Client Monies 

We may, from time to time, hold money on your behalf. Such money will be held in a client bank 
account, which is segregated from our firm’s funds. 

Data Protection 

We comply with the Data Protection Act 2018 and UK GDPR. 

We will only use your personal information and any personal information you provide to 
administer your account and to provide the services requested. Further details are set out in our 
privacy notice. 

Secure Communications and Transfer of Data 

We may communicate or transfer data using the following: 

• Post / hard-copy documents 

• Password-protected emails 

• Encrypted emails 

• Portals 

• Cloud-based software 

• Email 

If you require us to correspond with you by unencrypted email, you accept the risks associated 
with this form of communication. 

 



Other Services 

From time to time we may contact you with details of other services we provide. 

Acceptance 

By engaging us, you confirm your agreement to: 

• the terms of this letter 

• the attached schedule(s) of services 

• the privacy notice 

• the standard terms and conditions 

 


