
     
 

 

 

More Than Accountants Ltd 

Burnden House 

Viking Street 

Bolton 

BL3 2RR 

 

Mr Matthew Macleod 

For and on behalf of Tall Take Media Ltd 

202 Uxbridge Road, 

London,  

United Kingdom,  

W12 7JP 

 

22nd September 2021 

 

Dear Matthew 

 

MORE THAN ACCOUNTANTS SERVICES AGREEMENT 

 

 

This letter sets out the basis on which we have agreed to provide services to you.  This letter is our Engagement Letter 

and it sets out the basis of the Services we will provide and the fees which you will pay.  Together with the Services 

Description Document, Ref MTADD1, and the Standard Terms Document, Ref MTAST1, this forms our agreement with 

you (the “Engagement”). 

 

The following terms will apply throughout the contract documents – 

 “you”/”your” means the company or person to whom this letter is addressed; 

 “we”/”us”/”our” means More Than Accountants Limited; 

 “HMRC” means HM Revenue and Customs. 

 

This agreement applies to the work we will carry out from the date of this letter going forward.  As this Engagement Letter 

and the attached documents sets out the terms of a legal contract between you and us it is important that you read it 

carefully.  In addition, company law creates certain legal obligations on you as company directors which we can assist you 

to fulfil, but you cannot delegate.  Some of these obligations, particularly where they relate to accounts, are highlighted in 

this letter, but may be unfamiliar to you.  Please do not hesitate to contact us if you would like further explanation of any of 

the terms. 

 

Please note that the Engagement is for a 24-month period, from 28th May 2021. this will become a rolling month 

on month contract.  Fees are charged monthly to reflect the fact that the services are provided for a full 24 months.  

 

Commencement 

This engagement will start from the date of which this Engagement Letter has been signed by both parties or you confirm 
we should begin providing services. 

 

Price 

The regular payment for each month will be £62.50 plus VAT & £15+Vat for Payroll, debited on the 1st of each month, via 
direct debit, commencing 1st October 2021.   

 

The above is based on turnover of no more than -£85k with up to 100 monthly transactions 

Payroll is £15+VAT per month for up to and including 2 people 
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Payment 

Where we have agreed that you will pay on an invoice rendered basis, invoices are payable in full (including 

disbursements) in accordance with the terms set out on the invoice.  

Where we have agreed that you will pay us on a standing order basis, we will discuss with you separately the amount 

and frequency of payments. These standing orders will be applied to fees arising from work agreed in our letter of 

engagement for the current and ensuing years.  

 

Services 

All the Services we provide are described in our Services Description Document, Ref MTADD1, attached.  The Services 

Description Document sets out the full details of all the Services we provide, what we agree to provide for each client and 

what a client agrees to do (and are responsible for). 

The Service you have selected is our Compliance Accountancy Package.  The services we will include: 

•             Registered Office Address 

•             Unlimited Telephone Support 

•             Unlimited Email Support (3 hour response time) 

•             Dedicated Accountant 

•             Company Annual Accounts 

•             Company Tax Return (CT600) 

•             Submission of Confirmation Statement to Companies House 

•             Self-Assessment Tax Return for up to 2 Directors 

•             PAYE registration (if applicable) 

•             RTI submissions, payslips, P45, P60, pension contributions 

•             Financial Reference (e.g. Mortgage) 

•             Access to Business Funding 

•             Transfer from Current Accountant/Software (if applicable) 

•             Access to a financial advisor – providing advice relating to pensions, life insurance, mortgages, investments etc 

 

Summary – under the Unlimited Package we will provide all accounting software, complete monthly bookkeeping along 

with quarterly VAT returns. 

You should read the Services Description Document carefully to ensure that the Services meet your requirements and you 

can meet your obligations for those Services. 

The Services Description Document also provides some guidance for Directors about their responsibilities which you 

should consider carefully if you are a Director. 

 

Additional work 

Where we are required to do any work that is not specifically covered in this Engagement, we will deal with this by way of 

an additional work order and this will be charged separately to this agreement. We undertake to agree the fee for any 

additional work with you prior to us carrying out the work. 
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Terms and Conditions 

The terms and conditions under which the Services are provided are set out in the Standard Terms Document, Ref 

MTAST1, attached.  Please read this document carefully with the rest of the Engagement. 

 

Approval 

If you are happy with the terms set out in the agreement, please could you sign where indicated below and return this letter 

to me. A further copy is enclosed for your records. 

 

Please feel free to write or telephone me if you have any queries or concerns. 

 

Yours sincerely 

 

 

 

 

 

Melissa Burrows 

Senior Business Consultant 

For and on behalf of More Than Accountants Ltd 

 

We confirm that we have read and understood the contents of this letter, the Services Description Document, Ref MTADD1, 
and the Standard Terms Document, Ref MTAST1, and agree that they accurately reflect the services that we have 
instructed you to provide.  We agreed to the terms of the Engagement and particularly our obligations under it. 

 

 

 

Mr Matthew Macleod 

For and on behalf of Tall Take Media Ltd 

 

Matthew MacLeod (Sep 22, 2021 11:13 GMT+1)
Matthew MacLeod

Melissa Burrows (Sep 22, 2021 11:14 GMT+1)
Melissa Burrows

https://eu1.documents.adobe.com/verifier?tx=CBJCHBCAABAA_Fil48Ym27lZphLdV9mZAkgUJWzoO8Dl
https://eu1.documents.adobe.com/verifier?tx=CBJCHBCAABAA_Fil48Ym27lZphLdV9mZAkgUJWzoO8Dl
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More Than Accountants Ltd 

Burnden House 

Viking Street 

Bolton 

BL3 2RR 

 

Telephone :    0161 974 0619 

Email :           enquiries@icpaccountancy.co.uk 

 

  Registered in England and Wales 9542002     Vat Registration Number 210 8578 19 
  

SERVICES DESCRIPTION DOCUMENT REF MTADD1 

 

This Document sets out the details of the Services which we provide.  Where you engage us we will provide you with an 
Engagement Letter setting out which Services we will provide.  Our Terms and Conditions will also apply as set out in the 
Engagement Letter.  Any defined terms used in this document are as defined in the Terms and the Engagement Letter. 

 

Please note our Services are only provided on the basis of the service descriptions set out below and our applicable terms 
and conditions unless written approval from one of our Directors is provided. 

 

Along with setting out our Services this document sets out what you must do in relation to each type of service.  
These are your responsibilities.  

 

Please refer to our terms of business for further information. 

Important Information – The legal accounting responsibilities of directors 

Directors are required to prepare accounts that give a true and fair view and that are prepared in accordance with the 

Companies Act 2006. Directors must not approve accounts unless they are satisfied that they give a true and fair view of 

the assets, liabilities, financial position and profit or loss of the company. 

In preparing the accounts, directors are required by law to: 

(a) select suitable accounting policies and then apply them consistently; 

(b) make judgements and estimates that are reasonable and prudent; and 

(c) prepare the accounts on the going concern basis unless it is inappropriate to presume that the company 
will continue in business. 

Directors are required to keep adequate accounting records that show with reasonable accuracy at any time the company’s 

financial position. They are also responsible for ensuring that the accounts comply with United Kingdom Generally 

Accepted Accounting Practice (UK GAAP) and the Companies Act 2006. 

Directors are responsible for safeguarding the assets of the company and hence for taking reasonable steps to ensure the 

company’s activities are conducted honestly and preventing and detecting fraud and other irregularities. 

Directors are responsible for ensuring that the company complies with any laws and regulations that are applicable to its 

activities. They are responsible for establishing arrangements designed to prevent any non-compliance with laws and 

regulations and to detect any that occur. 

Directors are responsible for determining each year whether their company meets the conditions for exemption from an 
audit set out in section 477 of the Companies Act 2006. These conditions are that the company must qualify as a small 
company in relation to the year for the purposes of section 381.  Careful consideration must be given to the qualifying 
criteria not only in the current year, but also in the previous year 

Directors are responsible for determining whether the company is not eligible for audit exemption because of one of the 
reasons set out in sections 478 and 479 of the Companies Act 2006. To summarise these sections, audit exemption is not 
available if at any time during the year the company was: 

(a) a public company; 

(b) an authorised insurance company, a banking company, an e-money issuer, a MiFID investment firm or a 
UCITS management company; 

(c) carrying out an insurance market activity; 
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(d) a special register body as defined in section 117(1) of the Trade Union and Labour Relations 
(Consolidation) Act 1992 or an employers’ association as defined in section 122 of that Act; 

(e) a member of a group that exceeded the small group exemption limits; or 

(f) a member of an ineligible group. 

Audit exemption is only available if the directors, sign a declaration as required by section 475(3) of the Companies Act 

2006 on the balance sheet. This declaration states that: 

(a) for the year in question, the company is eligible to take advantage of the audit exemptions. 

(b) the members have not required the company to obtain an audit of its accounts for the year in accordance 
with section 476 of the Companies Act 2006; and 

(c) you acknowledge your obligations for complying with the requirements of the Companies Act 2006 with 
respect to accounting records and preparation of accounts. 

 

OUR SERVICES  

1 Fixed Fee Services 

1.1 Included work 

The work we will carry out as fixed fee services will be as follows: 

 

1. Preparation of the full statutory accounts (for companies).  

2. Abbreviated or modified statutory accounts (for companies). 

3. Preparation of the Tax Return, including completion of the necessary tax computations and filing the return with 

HM Revenue and Customs. 

4. Carrying out the monthly payroll and completing the end of year returns for HM Revenue and Customs. 

5. Carrying out the quarterly VAT returns based on TOMS and your own records. 

6. Assisting you with the Company Secretarial responsibilities (for companies). 

7. Unlimited telephone support service. 

 

The unlimited telephone support service means that you can telephone us for support on an unlimited basis during the 

period that the agreement applies to and the cost of any telephone discussions will be covered under the terms of the 

agreement. It should be noted that any extra work that results from a telephone discussion, such as the performance of 

tax estimate calculations, may need to be the subject of an additional work order.  Telephone support is provided to deal 

with queries which may reasonably be addressed on the telephone. 

 

The listing above only represents a brief summary of the services we will be providing to you. The full details of items 1 to 

6 are set out below under the headings Accounts, Tax Returns, Payroll, VAT and Company Secretarial. 

 

 

Please could you note the following specific areas where we reserve the right to make an additional charge in respect of 

the work detailed above. 

 

1. If you provide us with a standard of books and records that is lower than that set out in the services descriptions 

below and any other discussions we have had with you then we reserve the right to charge additional fees for any 

additional work this creates for us. For example, if you have agreed to reconcile the bank account, but have not 

carried this out then we would need to make an additional charge if you wished us to do the reconciliation. 

2. If you do not provide us with the information we need to carry out the work by the deadlines set out in the letter of 

engagement then we reserve the right to charge additional fees where the delay escalates the priority of your 

work. 

3. Where the work increases in complexity, such as with an acquisition or a sale of part of the business, from that 

which we initially expected, we reserve the right to charge additional fees. 
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2 Accounts 

Purpose 

2.1 The purpose of this work is for us to prepare your year-end accounts so as to assist you in meeting your obligations 

as company directors under the Companies Act 2006. 

What we agree to do and be responsible for 

2.2 To obtain this service you will have told us that the company is exempt from an audit of the accounts. You have 

asked us to assist you in preparing accounts in accordance with the requirements of the Companies Act 2006. 

We have agreed to prepare the year-end accounts for your approval based on the accounting records you 

maintain. We will also rely on any information and explanations you give us. 

2.3 We will insert the inline Extensible Business Reporting Language (iXBRL) “tags” in accordance with the minimum 

tagging requirements specified by HM Revenue & Customs. This allows the data to be read by a computer. In 

most cases, we will use professional software to undertake the “tagging” and it is therefore agreed that you 

authorise us to process all normal/standard data tags without reference to you. However, as it is your legal 

responsibility to provide the information in iXBRL format, we will refer to you on any non-standard or judgemental 

areas. 

2.4 We will write to you on or around your year-end date to request the information and records we will need to 

prepare the accounts. 

2.5 We have no responsibility to report whether any shareholder of the company has notified the company that they 

require an audit. Therefore, we have no responsibility to do any work in respect of this. 

2.6 We will not check whether the company is exempt from audit. However, if our work indicates that the company is 

not entitled to an exemption from audit we will inform you. If this happens we will discuss with you the need to 

appoint auditors. 

2.7 We have a professional duty to prepare accounts that conform to generally accepted accounting principles. As 

directors, you have a duty to prepare accounts that comply with the Companies Act 2006 and any accounting 

standards that apply. We will prepare the accounts so as to meet these requirements. 

2.8 We will not specifically check the adequacy of your accounting records. However, if any issues arise during the 

course of our work then we will recommend improvements. 

2.9 We shall plan our work on the basis that no report is required on the accounts from us by statute or regulation, 

unless you inform us in writing to the contrary. In carrying out our work we will make enquiries of you and undertake 

any procedures we judge appropriate, but we are under no obligation to perform procedures such as would be 

required for an audit or other type of assurance engagement. 

2.10 Our work will not be an audit of the accounts in accordance with International Standards of Auditing (UK and 

Ireland). This means that our work will not provide any assurance that the accounting records or the accounts are 

free from material misstatement, whether caused by fraud or other irregularities or error. It also means that we 

are unable to provide any assurance as to whether the accounts present a true and fair view. 

2.11 As part of our normal procedures we may request you to provide written confirmation of any information or 

explanations given to us verbally during the course of our work. 

2.12 We will provide a report with the accounts addressed to the Board of Directors. This will show that we have not 

carried out an audit but have compiled the accounts from the accounting records and from information and 

explanations supplied to us. 

What you agree to do and be responsible for 

2.13 Unless we have also agreed to carry out a bookkeeping service you will carry out all the day-to-day accounting 

work. This will include: 

(a) keeping the record of receipts and payments; 

(b) reconciling your records with the bank statement; 

(c) maintaining records of debtors and creditors; 
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(d) carrying out or arranging for a valuation of the year-end stock levels; and 

(e) preparing details of any year-end work-in-progress. 

2.14 You agree to make your accounting records and related financial information available to us in line with the request 

we will make on or around your year-end date. You recognise that a failure to do so could have an impact on the 

price or the speed of our work. 

2.15 Even if we have not directly requested it, you agree to disclose to us in full any information that is relevant to the 

accounts and may have a bearing on the financial position of the company. You also agree to make available to 

us minutes of management, directors and shareholders meetings. 

2.16 You will approve and sign the accounts thereby acknowledging responsibility for them. 

2.17 Company accounts need to be completed and filed with Companies House within certain deadlines set out in the 

Companies Act 2006. Failure to submit on time will result in penalties. We will therefore plan our work so as to 

ensure sufficient time is allowed to meet the submission deadlines. However, if you fail to provide your accounting 

records in line with our request as noted above or do not promptly answer any queries that we raise, you 

understand that we will not be responsible for any late filing penalties charged for a late submission. 

2.18 We have a professional responsibility to not allow our name to be associated with accounts that we believe may 

be misleading. We are not required to search for such matters, but if we become aware that information in the 

accounts may be misleading we will discuss this with you so that appropriate adjustments or disclosures can be 

made. Where the adjustments or disclosures we consider appropriate are not made and we consider that the 

accounts remain misleading, we will withdraw from the engagement. In these circumstances, you agree that we 

have a right to invoice you for our time spent preparing and discussing the accounts with you as well as time spent 

on any other work that is not completed as part of our resignation. 

2.19 To the fullest extent permitted by law, we do not accept or assume responsibility to anyone other than you for our 

work or for the report. If you wish, or are asked, to provide a copy of the accounts to a third party you must seek 

our consent before you do this. You are not entitled to disclose our work to a third party without our express 

permission. We may grant consent subject to certain conditions which you must comply with. In every situation 

where we do grant consent you agree to ensure that the report remains attached to the accounts shown to the 

third party. 

2.20 If financial information is published, which includes a report by us or is otherwise connected to us, on the 

company’s website or by other electronic means, you must: 

(a) inform us of the electronic publication and get our consent before it occurs; and 

(b) ensure that it presents the financial information and our report properly. 

2.21 We have the right to withhold consent to the electronic publication of our report or the accounts if they are to be 

published in an inappropriate manner. 

2.22 You must set up controls to prevent or quickly detect any changes to electronically published information. We are 

not responsible for reviewing these controls nor for keeping the information under review after it is first published. 

You are responsible for the maintenance and integrity of published information, and we accept no responsibility 

for changes made to any information after it is first posted. 

3 Tax Returns 

Purpose 

3.1 The purpose of the work is to assist you in your legal obligation to file an annual tax return with HM Revenue & 

Customs. This includes calculating and advising you of your tax payments or refunds. 

What we agree to do and be responsible for 

3.2 Profit from accounts prepared under generally accepted accounting principles may require adjustment to arrive 

at the profit figure assessed for tax. Where necessary we will prepare the computations for this adjustment from 

any accounts work we have done, or accounting records we are holding, as well as information and explanations 

provided by you. 
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3.3 We will prepare the company tax return together with any supplementary pages that are required from the 

information and explanations you provide to us. 

3.4 We will take account of the steps and checks suggested by HM Revenue & Customs in their “Agent Toolkits.” 

While use of the Toolkits is voluntary, we will ensure that our quality control procedures match or enhance the 

suggestions in the Toolkits. In the unlikely event that HM Revenue & Customs consider your return to be 

inaccurate, we will therefore be able to help you demonstrate that reasonable care has been taken in preparing 

your return. This will significantly reduce the possibility of an inaccuracy penalty being imposed. 

3.5 It is mandatory for the company tax return to be delivered electronically to HM Revenue & Customs using the 

Inline Extensible Business Reporting Language (iXBRL) format, a type of computer language. After obtaining the 

written approval and signature of an appropriately authorised person we will file the return, computation and 

accounts online in the iXBRL format. 

3.6 We will calculate any tax liability the tax return shows you to have. We will tell you how much to pay and when. 

We will advise on the interest and penalty implications if any payments are made late. Where we become aware 

that tax has been overpaid we will initiate a repayment claim. 

3.7 We will inform you if instalment payments of tax are due for an accounting period and the dates they are payable. 

We will calculate the quarterly instalment amounts based on the information supplied by you and advise you of 

these amounts. 

3.8 We will advise when additional tax is due on loans by the company/partnership to directors, partners, shareholders 

or their associates, and calculate the payments due or the amount repayable when the loans are repaid. 

3.9 We will advise you as soon as is reasonably practical for us to do so of claims and elections arising from 

information supplied by you. Where you instruct us to, we will make such claims and elections in the form and 

manner required by HM Revenue & Customs. 

3.10 We will also provide such other taxation ad hoc advisory services as may be agreed from time to time. These may 

be the subject of a separate engagement letter. We will discuss and agree our fee for such work when it is 

commissioned by you. Examples of ad hoc work would include: 

 Dealing with any enquiry opened into your tax return by HM Revenue & Customs. 

 Preparing any amended returns that may be required and corresponding with HM Revenue & Customs 

as necessary. 

3.11 Since 17 July 2013 a General Anti-Abuse rule has been in operation in the UK. This rule enables HM Revenue & 

Customs to further tackle abusive tax planning schemes. Due to the low probability of eventual success of such 

schemes and the high ethical standards of this firm, it is our policy not to promote or recommend on tax schemes 

that we consider to be artificial or aggressive in nature. Please let us know if you would like to discuss this matter 

further or if you feel that you are disadvantaged in any way by the firm’s policy on tax avoidance. 

3.12 Where specialist advice is required on occasions we may need to seek this from or refer you to appropriate 

specialists. 

Payments under deduction of tax 

3.13 If applicable, we will complete, using information provided by you, return form CT61 regarding payments made to 

and by the company under deduction of tax. We will send the CT61 form to you for approval, signature and 

submission by you to HM Revenue & Customs. We will advise you of the amounts of tax that are due, and the 

due date for payment and submission of the form. You must inform us immediately if the company pays or receives 

any interest or similar amounts under deduction of tax. 

Personal service companies (IR35) 

3.14 Where applicable, we will advise, based on information supplied by you, on a contract by contract basis whether 

the company is subject to the personal services legislation. You authorise us to seek an opinion from HM Revenue 

& Customs where we consider it appropriate. 

3.15 Where we consider that contracts are within the personal services legislation we will calculate the deemed salary, 

prepare the computations using the prescribed method, prepare and submit the necessary payroll reports for any 
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“deemed payments” and advise you how much tax and national insurance to pay and by when. We will also advise 

whether to pay any actual salary before the year-end and if so how much. 

Managed service companies 

3.16 Where applicable, we will advise on whether the company is subject to the managed service legislation. You 

authorise us to seek an opinion from HM Revenue & Customs where we consider it appropriate. If we deem the 

legislation to apply we will prepare the computations using the prescribed method, prepare and submit the 

necessary payroll documentation and advise you how much tax and national insurance to pay and by when. 

3.17 As a firm of accountants, we are not a managed service company provider and are not involved with the company 

under the terms of the legislation. We will not be made responsible for any unrecovered PAYE debt from the 

company. 

Groups and consortia 

3.18 We provide our services on the basis a company is not a member of a group or a consortium. In the event that a 

company does become a member of a group or a consortium then a separate engagement will be required.  

 

4 Payroll 
Purpose 

4.1 The purpose of this work is to assist you in calculating deductions and making payments to your employees, filing 

the necessary reports with HM Revenue & Customs and paying the correct amount of pay as you earn (PAYE) 

tax and national insurance contributions (NIC) to HM Revenue & Customs, so as to comply with tax legislation. 

What we agree to do and be responsible for 

4.2 We will prepare your payroll for each payroll period to meet UK employment tax requirements. This will include 

the following: 

 
(a) Calculating the PAYE tax deductions. 
(b) Calculating the employees’ NIC deductions. 
(c) Calculating the employer’s NIC liabilities. 
(d) Calculating any statutory payments, including statutory sick and maternity pay. 
(e) Calculating other statutory and non-statutory deductions. 

4.4 For each payroll period we will send you the following documents in time for you to be able to make payment: 

(a) A payroll summary report showing for each employee the gross pay, any additions, any deductions and 
the net pay. 

(b) A payslip for each employee (unless you tell us this is not required). 
(c) A P45 for each leaver. 
(d) A report showing your PAYE and NIC liability and the date it is due for payment. 

 
4.5 For each payroll period we will also send you details of any other information that will be submitted online to HM 

Revenue & Customs on or before the time you make payment to your employees. 

 
4.6 We will use the information described in paragraphs 4.3 and 4.4 above to make the necessary “Full Payment 

Submission” reports to HM Revenue & Customs. Unless we hear from you in line with paragraph 4.17 below we 

will assume the information is approved by you and submit it accordingly. 

 
4.7 We will prepare and submit monthly “Employer Payment Summary” reports to HM Revenue & Customs where 

needed. This will apply where the payment you are due to make to HM Revenue & Customs differs to the amounts 

shown on the Full Payment Submissions.  

 
4.8 We will deduct the Employment Allowance from the payroll if you are eligible to claim this. Where you have more 

than one payroll in operation we will agree with you which payroll will be used to make the claim. You will be 

responsible for confirming eligibility to make the claim. 

 
4.9 We will deal with and, where necessary, process any adjustments to your payroll communicated to us by HM 

Revenue & Customs (this may be, for example, updated tax codes and identified National Insurance numbers). 

Please let us know if you require a copy of such correspondence. 
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4.10 We will make the necessary declarations and indications in your final payroll report for the tax year and will liaise 

with you where any of the information is unknown to us. 

 
4.11 Following the end of the payroll year, we will send you a Form P60 for each applicable employee. 

 
4.12 We will also provide such other payroll ad hoc and advisory services as may be agreed from time to time. This 

may include filing an “Earlier Year Update” as referred to in paragraph 4.18. These may be the subject of a 

separate engagement letter. We will discuss and agree our fee for such work when it is commissioned by you. 

 
4.13 Where specialist advice is required on occasions we may need to seek this from or refer you to appropriate 

specialists. 

 
4.14 Since 17 July 2013 a General Anti-Abuse Rule has been in operation in the UK. This rule enables HM Revenue 

& Customs to further tackle abusive tax planning schemes. Due to the low probability of eventual success of such 

schemes and the high ethical standards of this firm, it is our policy not to advise on tax schemes that we consider 

to be artificial or aggressive in nature. Please let us know if you would like to discuss this matter further or if you 

feel that you are disadvantaged in any way by the firm’s policy on tax avoidance. 

What you agree to do and be responsible for 

4.15 You agree us to provide us with complete and accurate information regarding your employees and payments due 

to them. You will provide us with this information before you first pay a new employee. 

 
4.16 If you operate within the construction industry you agree to provide us with details of construction industry scheme 

(CIS) deductions suffered that you wish to offset against your PAYE payments to HM Revenue & Customs 

(company subcontractors only). This information must be received for each “tax month” (tax months run from the 

6th of the calendar month to the 5th of the following calendar month) and by the 19th of the month in which the tax 

month ends. In addition, if you are a contractor within the construction industry, you agree to provide us with 

details of the CIS deductions you have withheld in each tax month, if you wish us to advise you of the total amount 

due to HM Revenue & Customs (CIS and PAYE taxes combined). 

 
4.17 Our payroll team will provide you with specific details of the information we require and when we need to have 

this information from you. You agree to provide the information they request. You recognise that where information 

is not provided to us within the timeframe we outline, we are not responsible for any delays for payments or reports 

to employees or HM Revenue & Customs. 

 
4.18 It is necessary for us to submit Full Payment Submission (FPS) to HM Revenue & Customs on or before the time 

you make payments to your employees. We will also need to file Employer Payment Summary (EPS) reports 

where the amount of taxes you are paying to HM Revenue & Customs differs to the amounts shown on the FPS 

reports. If an error is made with regard to an earlier tax year an Earlier Year Update (EYU) report may be required. 

 
These reports will be based on the information that you provide us, as summarised in the information that we 
submit to you for each pay period (as outlined above). HM Revenue & Customs can impose penalties if reports 
are late or incorrect and so it is vital that you carefully review the information that we submit to you and let us have 
any amendments immediately, If we do not hear from you before a report submission date, we will take that as 
your approval of the report and make the online submission accordingly. You will remain legally responsible for 
the accuracy of the return. 
 

4.19 If you require us to make an amendment to a submitted Full Payment Submission (FPS) or Employer Payment 

Summary (EPS) or submit an Earlier Year Update (EPU), you will let us know as soon as possible and before the 

time of the next employee payment date. 

 
4.20 You will be responsible for completing the checks on a new employee’s eligibility to live and work in the UK in 

accordance with the Government’s Code of Practice “Preventing Illegal Working,” and section 8 of the Asylum 

and Immigration Act 1996. 

 
4.21 You will be responsible for ensuring your workers are at least paid the national minimum wage, monitoring the 

annual leave entitlement of your employees and dealing with all aspects, legal or otherwise, of being an employer. 
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4.22 You will be responsible for managing any childcare scheme for the benefit of your employees but we can assist 
in computing exemption entitlements if required. 

 

5 Benefits in kind 
 

Purpose 

5.2 The purpose of this work is to assist you in completing the year-end forms required by HM Revenue & Customs 
for any employees earning over £8,500 that have received benefits from you. 

What we agree to do and be responsible for 

5.3 We will prepare forms P11D and P9D as may be required for each employee from the records, information and 
explanations that we are provided with. We will submit the P11D and P9D forms together with the P11D (b) form 
after these have been approved by you. 

5.4 We will send you the P11D information for you to forward on to your employees and directors by the statutory due 
date. 

5.5  We will calculate and advise you of your Class 1A NIC liability in time for you to make payment to HM Revenue 
& Customs before the due date. 

What you agree to do and be responsible for 

5.6 You agree to provide us with complete and accurate details of all benefits and reimbursed expenses for the tax 
year (i.e. 6 April to 5 April) within 14 days of the end of the tax year. Where information is not provided within 
this timeframe we are not responsible for penalties charged by HM Revenue & Customs. 

6 Value added tax (VAT) Purpose 

6.1 The purpose of our work is to assist you in meeting your obligations with regard to VAT, including the filing of 

VAT returns. 

What we agree to do and be responsible for 

6.2 We will prepare your VAT returns on the basis of the accounting records, information and explanations supplied 

by you. 

 

6.3 We will send you a VAT return summary for you to check and approve prior to us sending the return to HM 

Revenue & Customs. 

 

6.4 You authorise us to file the return online once we have received your approval of the figures. When we submit 

the return online we are doing this on your behalf as your agent. Therefore, we will not submit the return online 

until we have received your confirmation of having reviewed the entries to be made on the return, and that you 

consider the return to be complete, accurate and ready for online submission. 

 

6.5 We will tell you how much VAT you should pay and when (based on the information provided to us). We will 

advise you where VAT has been overpaid, and where possible take steps to initiate repayment. If VAT is to be 

paid late we will advise you on the interest and penalty implications. 

 

6.6 If it is applicable to your business, we will calculate and advise you of the partial exemption annual adjustment. 

 

6.7 If it is applicable to your business, we will calculate and advise you of the annual Capital Goods Scheme 

adjustment. 

 

6.8 We will also provide such other VAT ad hoc advisory services as may be agreed from time to time. These may 

be the subject of a separate engagement letter. We will discuss and agree our fee for such work when it is 

commissioned by you.  

 

6.9 Where specialist advice is required in certain areas we may need to seek this form or refer you to appropriate 

specialists. 
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6.10 Since 17 July 2013 a General Anti-Abuse Rule has been in operation in the UK. This rule enables HM Revenue 

& Customs to further tackle abusive tax planning schemes. Due to the low probability of eventual success of 

such schemes and the high ethical standards of this firm, it is our policy not to advise on tax schemes that we 

consider to be artificial or aggressive in nature. Please let us know if you would like to discuss this matter further 

or if you feel that you are disadvantaged in any way by the firm’s policy on tax avoidance. 

 

What you agree to do and be responsible for 

6.11 You agree to provide us with all the records relevant to the preparation of your VAT return as soon as possible 

after the return period ends. We ordinarily require 14 days before the submission date to carry out our work. If 

the preparation or filing of your VAT return is delayed because the records are provided later than we require, 

or are otherwise incomplete or unclear, we accept no responsibility for any penalties that may be charged. 

 

6.12 If some exception means that you are unable to provide records within the timeframe above, please contact us 

as soon as possible. If it is feasible we may agree to still carry out the work so as to allow the submission 

deadline to be met. Please be aware that we may charge an additional fee for doing rush work. 

 

6.13 You are legally responsible for: 

(a) ensuring that your VAT returns are complete and correct; 
(b) filing any returns by the due date; and 
(c) making payment of tax on time. Failure to do this may lead to automatic penalties and interest. 
 

6.14 Although we will submit the return online as your agent, this does not waive your legal responsibilities as outlined 
above. 

6.15 You are entirely responsible for the payment of any VAT, including any interest or penalties. Since your VAT 
return is submitted online you are required to make payment by electronic means. We will advise you of the 
amounts due for payment, however it is your responsibility to arrange and make payment. Please note that 
penalties may apply where payments are not made by the due date. 

6.16 You agree that all VAT returns are to be made on the basis of full disclosure. 

 

6.17 You are responsible for ensuring that information you give us is, to the best of your knowledge, complete and 

accurate. The VAT returns we prepare are based on information you provide us with so we accept no responsibility 

for any VAT liabilities, penalties or interest that arises due to inaccuracies or omissions in information we are 

provided with. 

 

6.18 You agree that we can approach third parties as may be appropriate for information we consider necessary to 

deal with the VAT returns. 

 

6.19 You will keep us informed of any changes in circumstances that might affect the VAT liability of your business. If 

you are unsure whether a change would affect your VAT liability then we will be happy to advise you. 

 

6.20 You agree to forward to us any communications related to VAT you receive from HM Revenue & Customs in time 

for us to deal with them as necessary within any time limits. Although HM Revenue & Customs have the authority 

to deal with us directly, it is still possible for them to contact you without us being aware. 

 

6.21 You are responsible for bring to our attention any errors, omissions or inaccuracies in your VAT returns you 

become aware of after they have been filed. We will then assist you to make a voluntary disclosure. 

 

6.22 If you are involved with any other business that is not VAT registered then you are responsible for monitoring its 

monthly turnover to determine whether or not you are liable to register it for VAT. If registration becomes 

necessary and you would like our assistance in this please do not hesitate to contact us. Please be aware that 

there are penalties for late registration. 
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6.23 If you have EC Sales Lists that need to be completed, you are responsible for obtaining the VAT registration 
numbers of all your customers in other member states. You are also responsible for checking with HM Revenue 
& Customs on any you are not completely satisfied with. 

7 Company Secretarial 

Purpose 

7.1 The purpose of the work is to assist you fulfil your company secretarial responsibilities under company law. 

 

What we agree to do and be responsible for 

7.2 We have agreed to deal with the following company secretarial matters: 

(a) submit the accounts to the Registrar of Companies. 

(b) complete and submit the company’s annual return. 

(c) complete and submit any other forms required by law to be filed at Companies House on the basis of 
information provided by you. 

7.3 A private company is required to file its accounts at Companies House within 9 months of the year end. The 

company will be liable to a fine if it fails to meet this deadline. We accept no responsibility for fines or regulatory 

action taken against the directors where the statutory accounts are not available for filing. 

What you agree to do and be responsible for 

7.4 You agree to keep us fully informed of any relevant changes or events that require notification to Companies 

House, within one week of the change or event. 

7.5 You have agreed to maintain the statutory books. 

 

 

Work that is not part of an Engagement Letter 

The Services we agree to provide in an Engagement Letter relate only to the affairs of the client specified in the 

Engagement Letter. Any work we are instructed to carry out for the directors on a personal basis will be set out in a separate 

letter of engagement. 

We are also able to offer assistance in many other areas and would be glad to discuss any matters with you. These other 

services include: 

(a) reports in support of returns or claims, e.g. insurance company certificates, government claims; 

(b)  advice on financial matters; 

(c) management accounting, including cash flow statements, costing systems and advice to management; 

(d) advice on the selection and implementation of computer systems; 

(e) investigations for special purposes, e.g. business performance analysis or business acquisitions; and 

(f) advice on the selection and recruitment of staff. 

 



 

 

Standard Terms Document 
Ref MTAST1 

 
 

These standard terms of business apply unless changes are 

expressly agreed in writing in the Engagement Letter.  They form 

the contract between you and us together with the Engagement 

Letter and the description of the Services. 

Defined Terms 

The terms defined in the Engagement Letter have the same 

meaning in these Terms. 

Services Description – the description of the Services as set 

out in the Engagement Letter and/or the applicable Services 

Description document. 

Terms – means these terms of business. 

you/your – means the client identified in the Engagement 

Letter 

we/us/our – means More Than Accountants Ltd, (Company 

No 9542002), Burnden House, Viking Street, Bolton, BL3 

2RR. 

1. Professional obligations 
 

1.1 Where we become aware of errors made by HM 

Revenue & Customs you give us authority to correct 

them. We will not be liable for any loss, damage or cost 

arising from our compliance with statutory or regulatory 

obligations. 

 
1.2 Our VAT registration number is 210 8578 19. 

 
Professional indemnity insurance 

 
1.3 In accordance with the disclosure requirements of the 

Provision of Services Regulations 2009, our 

professional indemnity insurer is HCC International 

Insurance Company plc., of Walsingham House, 35 

Seething Lane, London, EC3N 4AH. The territorial 

coverage is worldwide excluding professional business 

carried out from an office in the United States of 

America or Canada and excludes any action for a claim 

brought in any court in the United States of America or 

Canada. 

 

Our details 

 

1.4 In accordance with the disclosure requirements of the 

Provision of Services Regulations 2009, we are a 

company limited by shares. 

2. Fees 
 

2.1 Our fees are calculated on the basis specified in the 

Engagement Letter. In addition, we may charge 

disbursements of travel, accommodation and other 

expenses incurred in dealing with your affairs. 

2.2 If it is necessary for us to carry out work that is outside 

the scope of the Engagement Letter, we will advise 

you of this in advance. Any additional work will result 

in additional fees being charged. We would therefore like 

to point out that it is in your interests to ensure that the 

information your provide us with is completed to the agreed 

stage. 

2.3 If we give you an estimate of our fees for carrying out 

any specific work, then that estimate will not be 

contractually binding unless we have explicitly stated 

that will be the case.  Any additional work will form part of 

this Engagement and be deemed Services unless we 

specify otherwise. 

2.4 Any queries you have on our invoices must be notified 

to us within 21 days of receipt or we shall deem you 

to have accepted that payment is due. 

2.5 Where a scheduled monthly payment is not made any 

fees invoiced to you that are outstanding at that time 

will immediately become due for payment in entirety. 

2.6 Unless the Engagement Letter confirms that Services are 

not provided for a 12 month period you agree that the 

Engagement is for an initial term of 12 months which will 

be renewed for further 12 month terms unless it is 

terminated in accordance with these Terms.  You are 

responsible for the fees due for a full 12 month term once 

it begins. 

2.7 You may have an insurance policy or membership of a 

trade or professional body that entitles you to 

assistance with payment of our fees in some situations. 

A particular example would be assistance with an 

investigation by HM Revenue & Customs. Unless you 

arranged the insurance through us then you will need to 

advise us of any such cover you have. Please note that 

you remain liable for our fees regardless of whether all 

or part are liable to be paid by your insurers. 

2.8 We reserve the right to charge interest on overdue 

accounts at the current rate under the Late Payment of 

Commercial Debts (Interest) Act 1998. We also reserve 

the right to terminate our engagement and cease acting 

if payment of any fees billed is unduly delayed. We 

accept settlement of fees by certain credit cards.  If we 

terminate the Engagement due to unpaid fees we are 

entitled to recover any fees which should have been paid 

during the remaining 12 month term. 

2.9 In the event that we cease to act for you then you agree 

to meet all reasonable costs of providing information to 

your new advisers. In particular, you agree to meet these 

costs where we are required by law to provide 

information to a successor firm. 

2.10 Where you are a company we require the directors* 

guarantee to pay personally any fees (including 

disbursements) for services provided to the company 

that the company is unable to pay. This clause shall 

become effective in the event of a receiver or liquidator 

being appointed to the company or the company 

otherwise being wound-up.  The Directors hereby agree 

to this personal liability. 

3. Help us to give you the right service 
 

3.1 If at any time you would like to discuss with us how our 

service to you could be improved, or if you are 

dissatisfied with the service you are receiving, please let 

us know by contacting Daniel Rose.  

3.2 We undertake to look into any complaint carefully and 

promptly and do all we can to explain the position to 

you. C om p l a i n t s  s h o u l d  b e  s e n t  by  em a i l  t o  



Da n i e l  R os e  a t   

d an i e l . r os e@ m or e t h a n ac c ou n t a n t s . c o . uk   

3.3 In order for us to provide you with a high quality service 

on an ongoing basis it is essential that you provide us 

with relevant records and information when requested, 

reply to correspondence in a timely manner and 

otherwise follow the terms of the agreement between us 

set out in these Terms and associated Engagement 

L etters and Services Document. We therefore reserve 

the right to cancel the engagement between us with 

immediate effect in the event of: 

 your insolvency, bankruptcy or other 

arrangement being reached with creditors; 

 failure to pay our fees by the due dates; 
 

 either party being in breach of their obligations 

where this is not corrected within 30 days of 

being asked to do so. 

3.4 Should we resign or be requested to resign we will 

normally issue a disengagement letter to ensure that 

our respective responsibilities are clear. Should we have 

no contact with you for a period of 3 months or more 

we may issue to your last known address a 

disengagement letter and hence cease to act. 

3.5 If the Engagement is terminated under clause 3.3 or 3.4 

you will be responsible for the payment of any fees which 

should have been paid for the remaining period of any 

Term. 

4 Commissions or other benefits 
 

4.1 In some circumstances, commissions or other benefits 

may become payable to us or one of our associates in 

respect of transactions we or such associates arrange 

for you. If this happens we will notify you in writing of 

the amount and terms of payment.  

5 Client monies 

 
5.1 We may at times hold money on your behalf. Any such 

money will be held on trust in a client bank account, 

which is held separately to funds that belong to us. 

 

5.2 We will return monies held on your behalf promptly as 

soon as there is no longer any reason to retain those 

funds. 

 
5.3 To avoid excessive amounts of administration, interest 

will only be paid to you if the amount of interest that 

would be earned on the balances held on your behalf in 

any calendar year exceeds £25. Any such interest 

would be calculated using the prevailing rate applied by 

our banker for small deposits subject to the minimum 

period of notice for withdrawals. Subject to any tax 

legislation, interest will be paid gross. 

 
5.4 If the total sum of money held on your behalf exceeds 

£10,000 for a period of time of more than 30 days, then 

the money will be placed in a separate interest-bearing 

client bank account designated to you. All interest 

earned on such money will be paid to you. Subject to 

any tax legislation, interest will be paid gross. 

 
5.5 We will exercise reasonable skill and care to ensure 

that a fair rate of interest is earned. 

6 Retention of and access to records 

 
6.1 During the course of our work we will collect information 

from you and others acting on your behalf and will return 

any original documents to you following the preparation 

of your accounts and returns. You have a legal 

responsibility to retain these records. The law requires 

individuals, trustees and partnerships to keep records 

in relation to trading or rental income 6 years from the 

31 January following the end of the tax year to which 

they relate. Other records should be kept for 22 months 

after the end of the tax year they relate to. 

Companies, Limited Liability Partnerships and other 

corporate entities are required to keep records for 6 

years from the end of the accounting period. 

 
6.2 Whilst certain documents may legally belong to you, 

unless you tell us not to, we intend to destroy 

correspondence and other papers that we store which 

are more than seven years old, other than documents 

which we consider to be of continuing significance. If 

you require retention of any document you must notify 

us of that fact in writing. 

 
7 Conflicts of interest and independence 

 
7.1 We reserve the right during our engagement with you to 

deliver services to other clients whose interests might 

compete with yours or are or may be adverse to yours. 

We confirm that we will notify you immediately should 

we become aware of any conflict of interest involving us 

and affecting you. We have safeguards that can  be 

implemented to protect the interests of different clients if 

a conflict arises. Where conflicts are identified which 

cannot be managed in a way that protects your 

interests then we regret that we will be unable to provide 

further services. 

 
7.2 If a conflict of interest should arise, either between two 

or more of our clients, or in the provision of multiple 

services to a single client, we will take such steps as 

are necessary to deal with the conflict. In resolving the 

conflict.  

 
8 Confidentiality 

 
8.1 Communication between us is confidential and we shall 

take all reasonable steps to keep your information 

confidential except where we are required to disclose it 

by law, by regulatory bodies, by our insurers or as part 

of an external peer review. Any subcontractors we use 

will be bound by the same confidentiality requirements. 

 
9 Quality control 

 
9.1 As part of our ongoing commitment to providing a quality 

service, our files are periodically subject to an 

independent regulatory or quality review. Our reviewers 

are highly experienced and professional people and are, 

of course, bound by the same requirements of 

confidentiality as our principals and staff. 

 
9.2 We may, on occasions, subcontract work on your affairs 

to    other    tax    or    accounting    professionals.    The 

mailto:daniel.rose@morethanaccountants.co.uk
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 subcontractors will be bound by our client confidentiality 

terms. 
12 Data Protection Act 1998 

 12.1 To enable us to discharge the services agreed under 
10 Applicable law  our   engagement,   and   for   other   related   purposes 

   including   updating   and   enhancing   client   records, 
10.1 This engagement letter is governed by, and construed  analysis   for   management   purposes   and   statutory 

 in  accordance  with English law.  returns,  crime  prevention  and  legal  and  regulatory 

   The Courts of England will have  compliance, we may obtain, use, process and disclose 

 exclusive jurisdiction in relation to any claim, dispute or  personal data about you / your business / company / 

 difference concerning this Engagement and any  partnership / its officers and employees. You have a 

 matter arising from it. Each party irrevocably waives any  right of access, under data protection legislation, to the 

 right it may have to object to any action being brought in  personal data that we hold about you.  We confirm that 
 
 
 

 those courts, to claim that the action has been brought  when processing data on your behalf we will comply 

 in an inappropriate forum, or to claim that those courts  with the provisions of the Data Protection Act 1998 and 

 do not have jurisdiction.  any best practice guidance issued by the Information 

   Commissioner’s Office (ICO). For the purposes of the 
10.2 If any  provision  in  these  terms  of  business  or  any 

associated  engagement  letter,  or  its  application,  are 
 Data Protection Act 1998, the Data Controller in relation 

to personal data supplied about you is Daniel Rose. 

 found to be invalid, illegal or otherwise unenforceable in   
 any respect, the validity, legality or enforceability of any 13 Contracts (Rights of Third Parties) Act 1999 

 other provisions shall not in any way be affected or   
 Impaired. 13.1 Persons who are not party to this agreement shall have 

   no rights under the Contracts (Rights of Third Parties) 
11 Internet communication  Act 1999 to enforce any term of this agreement. This 

   clause  does  not  affect  any  right  or  remedy  of  any 
11.1 Unless you tell us otherwise we will at times use email 

or other electronic means to communicate with you. 
 person  which  exists  or  is  available  otherwise  than 

pursuant to that Act. 

11.2 Internet communications are capable of data corruption 

and therefore we do not accept any responsibility for 

changes made to such communications after their 

despatch. It may therefore be inappropriate to rely on 

advice contained in an e-mail without obtaining written 

confirmation of it.  Unless specifically stated,  such 

13.2 The advice we give you is for your sole use and is 

confidential to you and will not constitute advice for any 

third party to whom you may communicate it. We will 

accept no responsibility to third parties for any aspect of 

our professional services or work that is made available 

to them. 

 communications should not be construed as an offer or   
 acceptance, or to form part of a legally binding contract. 14 The  Proceeds  of  Crime  Act  2002 and  the  Money 

 Any views expressed in such communications are those  Laundering Regulations 2007 

 of  the  individual  sender,  except  where  the  sender   
 specifically states them to be the views of ICP  14.1 In common with all accountancy and legal practices, the 

    Accountancy  firm is required by the Proceeds of Crime Act 2002 and 

   the Money Laundering Regulations 2007 to: 

11.3 We do not accept responsibility for any errors or 

problems that may arise through the use of internet 

communication and all risks connected with sending 

commercially sensitive information relating to your 

business are borne by you. If you do not agree to 

accept this risk, you should notify us in writing that email 

is not an acceptable form of communication and that all 

relevant communications should be by post. 

 
To ensure compliance with the Data Protection Act 1998 

we transmit personal information (including sensitive 

data as prescribed by the Act, or personal financial 

information) i n  email communications encrypted to at 

least the minimum standard of FIPS 140-2*. 

We may be able to provide you with the means to 

communicate with us in an encrypted format. If you do 

not agree to the use of  encryption technology when 

required by law, you should notify us in writing that 

encrypted email is not an acceptable form of 

communication and that all relevant communications 

should be by post. It is the responsibility of the recipient 

to carry out a virus check on any attachments received. 

 Maintain identification procedures for clients and 

beneficial owners of clients; 

 Maintain records of identification evidence and 

the work undertaken for the client; and 

 Report,   in   accordance   with   the   relevant 

legislation and regulations. 

 
14.2 We have a duty under section 330 of the Proceeds of 

Crime Act 2002 to report to the Serious Organised Crime 

Agency (SOCA) if we know, or have reasonable cause 

to suspect, that another person is involved in money 

laundering. Failure on our part to make a report where 

we have knowledge or reasonable grounds for 

suspicion would constitute a criminal offence. 

14.3 The offence of money laundering is defined by section 

340(11) of the Proceeds of Crime Act and includes 

concealing, converting, using or possessing the benefits 

of any activity that constitutes a criminal offence in the 

UK. It also includes involvement in any arrangement 

that facilitates the acquisition, retention, use or control 

of such a benefit. 



14.4 We are obliged by law to report any instances of money 

laundering to NCA without your knowledge or consent. 

In consequence, neither the firms' principals nor staff 

may enter into any correspondence or discussions with 

you regarding such matters. 

14.5 We are not required  to  undertake  work for the  sole 

purpose of identifying suspicions of money laundering. 

We shall fulfil our obligations under the Proceeds of 

Crime Act 2002 in accordance with the guidance 

published by the Consultative Committee of 

Accountancy Bodies. 

14.6 We may use electronic checks as part of our 

identification procedures. We confirm that these 

electronic checks are not credit checks. 

15 General limitation of liability 
 

15.1 We will provide services as outlined in this letter with 

reasonable care and skill. However, to the fullest extent 

permitted by law, we will not be responsible for any 

losses, penalties, surcharges, interest or additional tax 

liabilities where you or others supply incorrect or 

incomplete information, or fail to supply any appropriate 

information or where you fail to act on our advice or 

respond promptly to communications from us or the tax 

authorities. 

15.2 You will not hold us, the owners of this firm and any 

staff employed by the firm, responsible, to the fullest 

extent permitted by law, for any loss suffered by you 

arising from any misrepresentation (intentional or 

unintentional) supplied to us orally or in writing in 

connection with this agreement. You have agreed that 

you will not bring any claim in connection with services 

we provide to you against any of the principals or 

employees personally. 

15.3 Our work is not, unless there is a legal or regulatory 

requirement, to be made available to third parties 

without our written permission and we will accept no 

responsibility to third parties for any aspect of our 

professional services or work that is made available to 

them. 

16 Use of our name in statements or documents 

issued by you 

16.1 You are not permitted to use our name in any statement 

or document that you may issue unless our prior written 

consent has been obtained. The only exception to this 

restriction would be statements or documents that in 

accordance with applicable law are to be made public. 

17 Draft/interim work 
 

17.1 1 In the course of our providing services to you we may 

provide advice or reports or other work products in draft 

or interim form. However, final written work products will 

always prevail over any draft, or interim statements. 

18 Advice 
 

18.1 Advice we give you orally should not be relied upon 

unless we confirm it in writing. We endeavour to record 

all advice on important matters in writing. However if 

you particularly wish to rely upon oral advice we give 

you during a telephone conversation or a meeting, you 

must ask for the advice to be confirmed in writing. 

18.2 Unless specifically instructed and agreed in advance we 

will not assist with the implementation of our advice. 

19 Intellectual property rights 
 

19.1 We will retain all copyright in any document prepared by 

us during the course of carrying out the engagement 

save where the law specifically provides otherwise. 

20 Internal disputes within a client 
 

20.1 If we become aware of a dispute between the parties 

who own or are in some way involved in the ownership 

and  management  of  the  business,  it  should be noted 

that our client is the business and we would not provide 

information or services to one party without the express 

knowledge   and   permission   of   all  parties.   Unless 

otherwise  agreed  by  all  parties  we  will  continue  to 

supply information to the registered office/normal place 

of      business      for       the  attention  of  the 

directors/proprietors. If  conflicting advice, information or 

instructions are received from different 

directors/principals in the  business we  will  refer  the 

matter back to the board  of directors/the partnership 

and take no further action  until the board/partnership 

has agreed the action to be taken. 

21 Investment services 
 

21.1 We are not authorised by the Financial Conduct 

Authority to conduct Investment Business. If you require 

investment business services we will refer you to a firm 

authorised by the Financial Conduct Authority. 

22 Foreign Account Tax Compliance Act (FATCA) and 

Common Reporting Standards 

22.1 Unless agreed specifically in a separate engagement 

letter, we are not responsible for your compliance with 

the International Tax Compliance (United States of 

America) Regulations 2013, produced as a result of 

FATCA. In particular, we are not responsible for the 

categorisation of any UK entity into either a Financial 

Institution (FI) or an active or passive Non-Financial 

Foreign Entity (NFFE) nor, if a Financial Institution, for 

its registration with the US Internal Revenue Service 

(IRS) and subsequent submission of the required 

annual returns to HM Revenue & Customs. 

22.2 However, if requested to do so we can provide advice 

on the completion of the forms supplied by Financial 

Institutions under these Regulations, or under 

Common Reporting Standards, and used by them to 

determine the status of an entity. We can also provide 

advice on setting up the appropriate systems to 

identify and report on your clients or beneficiaries who 

are foreign citizens affected by FATCA or Common 

Reporting Standards. 

 

23 Changes in the law 

23.1 We will not accept responsibility if you act on advice 

previously given by us without first confirming with us that 

the advice is still valid in light of any change in the law or 

the company’s circumstances. 

23.2 We will accept no liability for losses arising from changes 

in the law or the interpretation thereof that occur after the 

date on which the advice is given. 

 

24 Limitation of liability 

24.1 We have discussed with you the extent of our liability to 

you in respect of the professional services described 



within this engagement letter (the professional services). 

Having considered both your circumstances and our 

own, we have reached a mutual agreement that 

£40,000, being an amount equal to 20 times our annual 

fees, represents a fair maximum limit to our liability and 

save where our liability cannot be limited by law our 

liability is limited to this amount for any and all claims, 

matters, issues or any other reason arising in a 12 month 

period.. 

In reaching this agreement it is also agreed that: 

 In the event of any claim for loss or damage arising 

from the professional services, you have agreed 

that the sum of £40,000 represents the maximum 

total liability to you in respect of the firm, its 

directors and staff. This maximum total liability 

applies to any and all claims made on any basis 

and therefore includes any claims in respect of 

breaches of contract, tort/delict (including 

negligence) or otherwise in respect of the 

professional services and shall also include 

interest; and 

 We confirm that the limit in respect of our total 

aggregate liability will not apply to any acts, 

omissions or representations that are in any way 

criminal, dishonest or fraudulent on the part of the 

firm, its directors or employees. 

25 Agreement of terms 

25.1 This agreement will start as outlined in the Engagement 

Letter or when we begin the provision of the Services.  

The agreement is formed of these Terms, the 

Engagement Letter and the Services Description.  

25.2 We will not be responsible for any matter arising prior to 

the Engagement begining. Your previous advisers, will 

deal with outstanding matters relating to earlier periods. 

26 General 

26.1 Force majeure. Neither party shall be in breach of this 

Engagement nor liable for delay in performing, or failure 

to perform, any of its obligations under this Engagement 

if such delay or failure result from events, circumstances 

or causes beyond its reasonable control.  

26.2 Assignment and other dealings. You shall not assign, 

transfer, charge, subcontract, declare a trust over or deal 

in any other manner with any or all of its rights and 

obligations under this Engagement without our prior 

written consent.  

26.3 We may at any time assign, transfer, charge, 

subcontract, declare a trust over or deal in any other 

manner with any or all of its rights under this 

Engagement. 

26.4 Entire agreement. This Engagement constitutes the 

entire agreement between the parties and supersedes 

and extinguishes all previous agreements, promises, 

assurances, warranties, representations and 

understandings between them, whether written or oral, 

relating to its subject matter. 

26.5 Each party agrees that it shall have no remedies in 

respect of any statement, representation, assurance or 

warranty (whether made innocently or negligently) that is 

not set out in this Engagement. Each party agrees that it 

shall have no claim for innocent or negligent 

misrepresentation or negligent misstatement based on 

any statement in this Engagement. 

26.6 Variation. No variation of this Engagement shall be 

effective unless it is in writing and signed by the parties (or 

their authorised representatives).  

26.7 Waiver.  A waiver of any right or remedy is only effective 

if given in writing and shall not be deemed a waiver of any 

subsequent breach or default.  A delay or failure to  

exercise, or the single or partial exercise of, any right or 

remedy shall not: waive that or any other right or remedy; 

or prevent or restrict the further exercise of that or any 

other right or remedy. 

26.8 Severance. If any provision or part-provision of this 

Engagement is or becomes invalid, illegal or 

unenforceable, it shall be deemed modified to the 

minimum extent necessary to make it valid, legal and 

enforceable. If such modification is not possible, the 

relevant provision or part-provision shall be deemed 

deleted. Any modification to or deletion of a provision or 

part-provision under this clause shall not affect the validity 

and enforceability of the rest of this Engagement. 

26.9 Notices. Any notice or other communication given to a 

party under or in connection with this Engagement shall be 

in writing, addressed to that party at its registered office or 

such other address as that party may have specified to the 

other party in writing in accordance with this clause, and 

shall be delivered personally, or sent by pre-paid first class 

post or other next working day delivery service, 

commercial courier, or email. 

26.10 A notice or other communication shall be deemed to have 

been received: if delivered personally, when left at the 

address referred to in the Engagement Letter; if sent by 

pre-paid first class post or other next working day delivery 

service, at 9.00 am on the second Business Day after 

posting; if delivered by commercial courier, on the date 

and at the time that the courier's delivery receipt is signed; 

or, if sent by email, one Business Day after transmission. 

The provisions of this clause shall not apply to the service 

of any proceedings or other documents in any legal action. 

26.11 Changes to terms. We may amend any term of the 

Engagement (and in particular the description of the 

Services and pricing) once in any 12 month period by 

providing 3 months notice.  No change to the terms shall 

be made during the first 12 months of the contract.  Unless 

you terminate the Engagement the revised terms shall 

apply from the end of the 3 month notice period. 

26.12 Bribery. The parties shall comply with all applicable laws, 

regulations, codes and sanctions relating to anti-bribery 

and anti-corruption including but not limited to the Bribery 

Act 2010. 

27 Termination 

27.1 Either party may terminate the Engagement by 2 months 

notice expiring at the end of a Term. 

27.2 Without affecting any other right or remedy available to it, 

either party to this Contract may terminate it with 

immediate effect by giving written notice to the other party 

if: the other party commits a material breach of any term 

of this Contract which breach is irremediable or (if such 

breach is remediable) fails to remedy that breach within a 

period of 30 days after being notified in writing to do so; 
the other party takes any step or action in connection with 

its entering administration, provisional liquidation or any 

composition or arrangement with its creditors (other than 

in relation to a solvent restructuring), being wound up 

(whether voluntarily or by order of the court, unless for the 

purpose of a solvent restructuring), having a receiver 



appointed to any of its assets or ceasing to carry on 

business; the other party suspends, or threatens to 

suspend, or ceases or threatens to cease to carry on all 

or a substantial part of its business; or the other party's 

financial position deteriorates to such an extent that in 

the terminating party's opinion the other party's capability 

to adequately fulfil its obligations under this Contract has 

been placed in jeopardy. 

27.3 Without affecting any other right or remedy available to 

it, we may terminate the Engagement with immediate 

effect by giving written notice to you if you fail to pay any 

amount due under this contract on the due date for 

payment and remains in default not less than 30 days 

after being notified to make such payment. 

27.4 On termination of this Contract for whatever reason: you 

shall immediately pay to us all of our outstanding unpaid 

invoices and interest and, in respect of Services supplied 

but for which no invoice has been submitted, we may 

submit an invoice, which shall be payable immediately on 

receipt; termination of the Engagement shall not affect 

any of the parties' rights and remedies that have accrued 

as at termination, including the right to claim damages in 

respect of any breach of this contract which existed at or 

before the date of termination; and any provision of the 

Contract that expressly or by implication is intended to 

come into or continue in force on or after termination shall 

remain in full force and effect. 

27.5 On termination of this Engagement for any reason other 

than our material breach all fees for the remainder of any 

Term shall become due. 

28 Excluded Services 

28.1 We do not provide any services unless we have 

expressly agreed to do so and any other obligation to 

provide services are excluded, in particular but without 

limitation, auto-enrolment services are excluded. 

28.2 We will not provide any services in relation to auto-

enrolment. 

28.3 We will assist you in determining your ‘staging date’ 

for auto enrolment and also advise as to whether 

the postponement facility should be used. 

28.4 We will introduce you to an independent IFA for 

advice regarding the set-up and of your pension 

scheme. 
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