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Appendix B1 
 

[Name of practice] 
 

SCHEDULE OF SERVICES 
 

This schedule should be read in conjunction with the engagement letter and the standard terms and conditions. 
 
PERSONAL TAX – INDIVIDUALS, SOLE TRADERS AND COUPLES 

 
Recurring compliance work 

1. We will prepare your self assessment tax returns together with any supplementary pages required from the 
information and explanations that you provide to us.  After obtaining your approval and signature, we will 
submit your returns to HM Revenue & Customs (HMRC).   

 
2. We will prepare your business accounts in accordance with generally accepted accounting practice from the 

books, accounting records and other information and explanations provided to us on your behalf. 
 
3. We will calculate your income tax, national insurance contributions (NIC) and any capital gains tax liabilities 

and tell you how much you should pay and when. We will advise on the interest, penalty and surcharge 
implications if tax or NIC is paid late. We will also check HMRC’s calculation of your tax and NIC liabilities and 
initiate repayment claims if tax or NIC has been overpaid. 

 
4. Other than as regards tax credits (see below) we will advise you as to possible tax return related claims and 

elections arising from information supplied by you. Where instructed by you, we will make such claims and 
elections in the form and manner required by HMRC. 

 
5. We will review PAYE notices of coding provided to us and advise accordingly. 
 
 Ad hoc and advisory work 

 6. Where you have instructed us to do so, we will also provide such other taxation ad hoc and advisory services as 
may be agreed between us from time to time.  These may be the subject of a separate engagement letter at our 
option. Where appropriate we will discuss and agree an additional fee for such work when it is commissioned 
by you. Examples of such work include: 

• Advising on ad hoc transactions, preparing additional supplementary pages to your tax return and 
calculating any related liabilities; 

• Dealing with any enquiry opened into your tax return by HMRC; 

• Preparing any amended returns which may be required and corresponding with HMRC as necessary; 
and 

• Advising on the rules relating to and assisting with VAT registration.  
 
 7.  Where specialist advice is required on occasions we may need to seek this from or refer you to appropriate 

specialists. 
 

 Tax Credits 
8.   If we agree to advise you on tax credits we will issue a separate letter or schedule to cover this area. Tax credits 

are, in effect, a social security benefit. Your entitlement or otherwise will depend not only on your own 
circumstances but also those of your household and we would require all relevant information to advise in this 
regard. 
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Changes in the law 
9. We will not accept responsibility if you act on advice given by us on an earlier occasion without first confirming 

with us that the advice is still valid in the light of any change in the law or your circumstances. 
 
10. We will accept no liability for losses arising from changes in the law or the interpretation thereof that are first 

published after the date on which the advice is given. 
 

Your responsibilities 
11.   You are legally responsible for: 
   

(a) Ensuring that your self assessment tax returns are correct and complete; 
(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, surcharges and/or interest. 

 
Taxpayers who sign their returns cannot delegate this legal responsibility to others.  You agree to check that 
returns that we have prepared for you are complete before you approve and sign them. 

 
12. To enable us to carry out our work you agree: 
 

(a) That all returns are to be made on the basis of full disclosure of all sources of income, charges, allowances 
and capital transactions; 

 
(b) To provide full information necessary for dealing with your affairs: we will rely on the information and 

documents being true, correct and complete and will not audit the information or those documents; 
 
(c) To authorise us to approach such third parties as may be appropriate for information that we consider 

necessary to deal with your affairs; and 
 
(d) To provide us with information in sufficient time for your tax return to be completed and submitted by the 

[due date]/[selected date] following the end of the tax year.  In order that we can do this, we need to 
receive all relevant information by [...]. Where feasible we may agree to complete your return within a 
shorter period but may charge an additional fee of [  ] for so doing. 

 
13.  You will keep us informed of material changes in your circumstances that could affect your tax liability.  If you 

are unsure whether the change is material or not please let us know so that we can assess its significance.  
 
14. You will forward to us HMRC statements of account, copies of notices of assessment, letters and other 

communications received from HMRC in time to enable us to deal with them as may be necessary within the 
statutory time limits.  Although HMRC have the authority to communicate with us when form 64-8 has been 
signed and submitted it is essential that you let us have copies of any correspondence received because HMRC 
are not obliged to  send us copies of all communications issued to you. 

 
 15. [You are responsible for monitoring your monthly turnover to establish whether you are liable to register for 

VAT.  If you do not understand what you need to do, please ask us. If you exceed the VAT registration 
threshold, and wish us to assist you in notifying HMRC of your liability to be VAT registered we will be pleased 
to assist you in the VAT registration process.  You should notify us of your instructions to assist in your VAT 
registration in good time to enable a VAT registration form to be submitted within the time limit of one month 
following the month in which you exceed the VAT registration threshold in force at that time.  We will not be 
responsible if you fail to notify us in time and incur a late registration penalty as a result.] 

 
16.  [Our services as set out above are subject to the limitations on our liability set out in the engagement letter and 

in paragraph 18 of our standard terms and conditions of Business. These are important provisions which you 
should read and consider carefully] [To be inserted only if you wish to attempt to limit liability.]] 
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You and your spouse/partner 
[For use where services are provided to a couple 

17. We shall advise you and your spouse [partner] on the basis that you are a family unit. You both agree that in all 
matters relating to your or your spouse’s [partner’s] tax and financial affairs, we may deal directly with either of 
you and we may discuss with either of you the tax liabilities and/or financial affairs of the other. If you wish to 
make any change to these arrangements at any time, please let us know. 

 
 In order for us to act for you as a couple in respect of a joint claim, you undertake that all instructions, information 

or explanations either of you gives us will be on behalf of both of you, unless you specifically tell us otherwise. 
Similarly, if one of you signs a document, it will be on behalf of you both unless you instruct us to the contrary. If 
a conflict of interest should arise between you in relation to any matter to do with your joint claim or entitlement, 
we reserve the right to cease acting for both of you, or to advise one or other of you to obtain independent advice.] 

 
[Date: 

Name of practice.] 
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Appendix B2 
 

[Name of practice] 
 

SCHEDULE OF SERVICES 
 

This schedule should be read in conjunction with the engagement letter and the standard terms and conditions. 
 
TRUSTS AND ESTATES 
 

Recurring compliance work 
1. We will prepare the Trust/Estate’s tax returns together with any supplementary pages required from the 

information and explanations that you provide to us. After obtaining approval from the Nominated Trustee or 
other Nominated Person and signature we will submit your returns to HM Revenue & Customs (HMRC).   

 
2. [We will maintain the accounting records of the Trust/Estate on your behalf from the information and 

explanations provided to us on your behalf for the purposes of preparing the annual accounts and tax returns.]   
 
3. [We will prepare the income and expenditure and capital accounts of the Trust/Estate in accordance with 

generally accepted accounting practice from the accounting records and other information and explanations 
provided by you and will obtain your approval of the accounts.]   

 
4. We will calculate the income tax and capital gains tax liabilities of the Trust/Estate and will advise you how 

much you should pay and when.  We will advise you on the interest, penalty and surcharge implications if tax 
is paid late.  We will also check HMRC’s calculation of the tax liabilities and initiate repayment claims if tax has 
been overpaid. 

 
5. We will advise you as to possible tax return related claims and elections arising from information supplied by 

you.  Where instructed by you we will make such claims and elections in the form and manner required by 
HMRC. 

 
6. Where the terms of the Trust/Will require income or capital payments to be made to the beneficiaries, we will 

assist you in preparing all necessary forms relating to such payment. 
 

Ad hoc and advisory work 
7. Where you have instructed us to do so, we will provide such other taxation ad hoc and advisory services as may 

be agreed between us from time to time.  These may be the subject of a separate engagement letter at our 
option.  Where appropriate we will discuss and agree an additional fee for such work when it is commissioned 
by you.  Examples of such work include: 

• Advising you of the occasions of charge to inheritance tax, the basis of the charge and when the tax 
liability is due for payment; 

• Advising on ad hoc transactions (for example the sale of assets held by the Trust/Estate) preparing the 
additional supplementary pages to the Trust/Estate’s tax return and calculating any related liabilities; 

• Dealing with any enquiry opened into the Trust/Estate’s tax return by HMRC; and 

• Preparing any amended returns which may be required and corresponding with HMRC as necessary. 
 
8. Where specialist advice is required on occasions we may need to seek this from or refer you to appropriate 

specialists. 
 
Changes in the law 

9. We will not accept responsibility if you act on advice given by us on an earlier occasion without first confirming 
with us that the advice is still valid in the light of any change in the law or your circumstances. 
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10. We will accept no liability for losses arising from changes in the law or the interpretation thereof that are first 
published after the date on which the advice is given. 

 
Your responsibilities  

11. As Trustees you have legal responsibility for: 

(a) Ensuring that the Trust/Estate’s self assessment tax returns are correct and complete; 
(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, surcharge and/or interest. 

 
12. [Trustees/Executors] who sign their returns cannot delegate this legal responsibility to others. You agree to 

check that returns that we have prepared are complete before you approve and sign them. 
 
13. To enable us to carry out our work you agree: 
 

(a) That all returns are to made on the basis of full disclosure of all sources of income, charges, allowances 
and capital transactions; 

 
(b) To provide all information necessary for dealing with the Trust/Estate’s taxation affairs: we will rely on the 

information being true, correct and complete and will not audit the information; 
 
(c) To advise us of distributions made within 30 days of such an event; 
 
(d)  To authorise us to approach such third parties as may be appropriate for information that we consider 

necessary to deal with the Trust/Estate’s taxation affairs; and 
 

(e) To provide us with information in sufficient time for the Trust/Estate’s return to be completed and 
submitted by the [due date]/[selected date] of [...] following the end of the tax year. In order that we can 
do this, we need to receive all relevant information by [...]. Where feasible we may agree to complete your 
return within a shorter period but may charge an additional fee of [ ] for so doing. 

 
14. You will keep us informed of material changes in circumstances that could affect the income, capital gains and 

inheritance tax liabilities of the Trust/Estate. If you are unsure whether the change is material or not please let 
us know so that we can assess the significance.  

 
15. You will forward to us HMRC statements of account, copies of notices of assessment, letters and other 

communications received from HMRC by you in time to enable us to deal with them as may be necessary 
within the statutory time limits. Although HMRC have the authority to communicate with us when form 64-8 
has been signed and submitted it is essential that you let us have copies of any correspondence received 
because HMRC are not obliged to  send us copies of all communications issued to you. 

16. [If you carry on a business as Trustees/Executors and make supplies for VAT purposes you are responsible for 
monitoring the monthly turnover to establish whether you are liable to register for VAT. If you do not understand 
what you need to do, please ask us.  If the VAT registration threshold is exceeded, and you would like us to 
assist in notifying HMRC of your liability to be VAT registered we will be pleased to assist in the VAT 
registration process.  Please notify us of your instructions to assist with the VAT registration in good time to 
enable a VAT registration form to be submitted within the time limit of one month following the month in which 
the VAT registration threshold in force at that time was exceeded.  We will not be responsible if you fail to 
notify us in time and incur a late registration penalty as a result.] 

17. You are reminded that under the Trustee Act 2000 it is your responsibility to regularly review the Trust 
investments and to have a clear investment policy. 

 



 

 21

18. [Our services as set out above are subject to the limitations on our liability set out in the engagement letter and 
in paragraph 18 of our standard terms and conditions. These are important provisions which you should read 
and consider carefully] [To be inserted only if you wish to attempt to limit liability.] 

 
[Date: 

Name of practice.] 
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Appendix B3 
 

[Name of practice] 
 

SCHEDULE OF SERVICES 
 

This schedule should be read in conjunction with the engagement letter and the standard terms and conditions. 
 
PARTNERSHIPS  

 
Recurring compliance work 

1. We will prepare the Partnership self assessment tax returns and the annual Partnership Statements together 
with any supplementary pages required from the information and explanations that the Partnership provides to 
us.  After obtaining the approval and signature of one of the Partners nominated to deal with the Partnership’s 
tax affairs we will submit these to HM Revenue & Customs (HMRC).  

 
2. We will prepare the Partnership business accounts in accordance with generally accepted accounting practice 

from the books, accounting records and other information and explanations provided to us by you and/or by 
others on your behalf.   

 
3. We will prepare the income tax and capital gains tax computations based on the Partnership’s business 

accounts for inclusion in the Partnership tax return. 
 
4. If instructed we will provide each partner or their agent with details of the partner’s allocations from the return 

to enable partners to fill in their self assessment tax returns.  
 
5. We will advise you as to possible tax return related claims and elections arising from information supplied by 

the Partnership.  Where instructed by you we will make such claims and elections in the form and manner 
required by HMRC.  

 
  Ad hoc and advisory work 
6. Where you have instructed us to do so, we will also provide such other taxation advisory and ad hoc services as 

may be agreed between from time to time. These may be the subject of a separate engagement letter at our 
option. Where appropriate we will discuss and agree an additional fee for such work when it is commissioned 
by you. Examples of such work include: 

• Dealing with any enquiry opened into the Partnership tax return by HMRC; and  

• Preparing any amended returns which may be required and corresponding with HMRC as necessary. 
 
 7. Where specialist advice in certain areas is required on occasions we may need to seek this from or refer you to 

appropriate specialists. 
 
 Changes in the law 
8. We will not accept responsibility if you act on advice given by us on an earlier occasion without first confirming 

with us that the advice is still valid in the light of any change in the law or your circumstances. 
 
9. We will accept no liability for losses arising from changes in the law or the interpretation thereof that are first 

published after the date on which the advice is given. 
 
 Your responsibilities  
10. The Partners are legally responsible for: 

(a) Ensuring that the Partnership self assessment tax returns are correct and complete;  
(b) Filing any returns by the due date; and  
(c) Making payment of tax on time.  
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Failure to do this may lead to automatic penalties, surcharges and/or interest. 
 

Taxpayers who sign their returns cannot delegate this legal responsibility to others. The Nominated Partner 
agrees to check that returns and partnership statements we have prepared for the Partnership are complete 
before you approve and sign them. 

 
11.  To enable us to carry out our work you agree: 
 

(a)   That all returns are to be made on the basis of full disclosure of all sources of income, charges, allowances 
and capital transactions; 

 
(b) To provide full information necessary for dealing with the Partnership affairs: we will rely on the 

information and documents being true, correct and complete and will not audit the information or those 
documents; 

 
(c) To authorise us to approach such third parties as may be appropriate for information that we consider 

necessary to deal with the Partnership affairs; and 
 
(d) To provide us with information in sufficient time for the Partnership tax return to be completed and 

submitted by the [due date/selected date of [  ] following the end of the tax year. In order that we can do 
this, we need to receive all relevant information by [ ]. Where feasible we may agree to complete your 
return within a shorter period but may charge an additional fee of [ ] for so doing. 

 
12. You will keep us informed of material changes in circumstances that could affect the tax liabilities of the 

partners including, by way of example, changes in the partners in the Partnership. If you are unsure whether 
the change is material or not please let us know so that we can assess the significance.  

 
13. You will forward to us HMRC statements of account, copies of notices of assessment, letters and other 

communications received from HMRC in time to enable us to deal with them as may be necessary within the 
statutory time limits. Although HMRC have the authority to communicate with us when form 64-8 has been 
signed and submitted it is essential that you let us have copies of any correspondence received because HMRC 
are not obliged to send us copies of all communications issued to you. 

 
14. The work carried out within this engagement will be in respect of the Partnership’s tax affairs. Any work to be 

carried out for the individual partners will be set out in a separate letter of engagement. 
 
15. [You are responsible for monitoring the Partnership’s monthly turnover to establish whether it is liable to register 

for VAT if it is not already registered. If you do not understand what you need to do, please ask us. If it exceeds 
the VAT registration threshold, and you wish us to assist in notifying HMRC of its liability to be VAT registered we 
will be pleased to assist in the VAT registration process.  You should notify us of your instructions to assist in the 
VAT registration in good time to enable a VAT registration form to be submitted within the time limit of one month 
following the month in which the VAT registration threshold in force at that time was exceeded.  We will not be 
responsible if you fail to notify us in time and incur a late registration penalty as a result.] 

 
16. [Our services as set out above are subject to the limitations on our liability set out in the engagement letter and in 

paragraph 18 in our standard terms and conditions. These are important provisions which you should read and 
consider carefully] [[To be inserted only if you wish to attempt to limit liability.] 

 

[Date: 

Name of practice.] 
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Appendix B4 
 

[Name of practice] 
 

SCHEDULE OF SERVICES 
 

This schedule should be read in conjunction with the engagement letter and the standard terms and conditions. 
 
LIMITED LIABILITY PARTNERSHIPS (LLP) 

 
Recurring compliance work 

1. We will prepare the LLP self assessment tax returns and the annual Partnership Statements together with any 
supplementary pages required from the information and explanations that the LLP provides to us.  After 
obtaining the approval and signature of one of the nNominated Members of the LLP responsible for dealing with 
the LLP’s tax affairs] we will submit these to HM Revenue & Customs (HMRC). 

 
2. We will prepare the Partnership business accounts in accordance with generally accepted accounting practice 

from the books, accounting records and other information and explanations provided to us on your behalf.  
 
 3. We will prepare the income tax and capital gains tax computations based on the LLP’s business accounts for 

inclusion in the Partnership tax return. 
 
4.  If instructed we will provide each member or their agent with details of the member’s allocations from the 

return to enable members to fill in their self assessment tax returns.  
 
5. We will advise you as Members of the LLP as to possible tax return related claims and elections arising from 

information supplied by the LLP. Where instructed by you we will make such claims and elections in the form 
and manner required by HMRC.  

 
Ad hoc and advisory work 

6. Where you have instructed us to do so, we will also provide such other such taxation advisory and ad hoc 
services as may be agreed between us from time to time. These may be the subject of a separate engagement 
letter, at our option. Where appropriate we will discuss and agree an additional fee for such work when it is 
commissioned by you. Examples of such work include: 

• Dealing with any enquiry opened into the Partnership tax return by HMRC; and  

• Preparing any amended returns which may be required and corresponding with HMRC as necessary. 
 

7. Where specialist advice in certain areas is required on occasions we may need to seek this from or refer you to 
appropriate specialists. 

 
Changes in the law 

8. We will not accept responsibility if you act on advice given by us on an earlier occasion without first confirming 
with us that the advice is still valid in the light of any change in the law or your circumstances. 

 
9. We will accept no liability for losses arising from changes in the law or the interpretation thereof that are first 

published after the date on which the advice is given 
 

Your responsibilities  
10. The Members are legally responsible for: 

(a) Ensuring that the Partnership self assessment tax returns are correct and complete; 
(b)  Filing any returns by the due date; and  
(c) Making payment of tax on time.  
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Failure to do this may lead to automatic penalties, surcharges and/or interest. 
 

Taxpayers who sign their returns cannot delegate this legal responsibility to others. The Nominated member of 
the LLP agrees to check that returns and partnership statements we have prepared for the LLP are complete 
before he/she approves and signs them. 

 
11.  To enable us to carry out our work you agree: 
 

(a)   That all returns are to be made on the basis of full disclosure of all sources of income, charges, allowances 
and capital transactions; 

 
(b) To provide all information necessary for dealing with the LLP affairs: we will rely on the information and 

documents being true, correct and complete and will not audit the information or those documents; 
 
(c) To authorise us to approach such third parties as may be appropriate for information that we consider 

necessary to deal with the LLP’s affairs; and  
 
(d) To provide us with information in sufficient time for the LLP tax return to be completed and submitted by 

the [due date/selected date of [   ] following the end of the tax year. In order that we can do this we need 
to receive all relevant information by [ ]. Where feasible we may agree to complete your return within a 
shorter period but may charge an additional fee of [  ] for so doing. 

 
12. You will keep us informed of material changes in circumstances that could affect the tax liabilities of the 

partners including, by way of example, changes in the members in the LLP. If you are unsure whether the 
change is material or not please let us know so that we can assess its significance. 

 
13. You will forward to us HMRC statements of account, copies of notices of assessment, letters and other 

communications received from HMRC in time to enable us to deal with them as may be necessary within the 
statutory time limits. Although HMRC have the authority to communicate with us when form 64-8 has been 
signed and submitted it is essential that you let us have copies of any correspondence received because HMRC 
are not obliged to  send us copies of all communications issued to you. 

 
14. The work carried out within this engagement will be in respect of the LLP’s tax affairs.  Any work to be carried 

out for the individual members will be set out in a separate letter of engagement. 
 
15. [You are responsible for monitoring the LLP’s monthly turnover to establish whether it is liable to register for VAT if 

it is not already registered. If you do not understand what you need to do, please ask us. If it exceeds the VAT 
registration threshold, and you wish us to assist in notifying HMRC of its liability to be VAT registered we will be 
pleased to assist in the VAT registration process.  You should notify us of your instructions to assist in the VAT 
registration in good time to enable a VAT registration form to be submitted within the time limit of one month 
following the month in which the VAT registration threshold in force at that time was exceeded.  We will not be 
responsible if you fail to notify us in time and incur a late registration penalty as a result.] 

 
16. [Our services as set out above are subject to the limitations on our liability set out in the engagement letter and in 

paragraph 18 of our standard terms and conditions. These are important provisions which you should read and 
consider carefully] [To be inserted only if you wish to attempt to limit liability.] 

 

[Date: 

Name of practice.] 
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Appendix B5a 
 

[Name of practice] 
 

SCHEDULE OF SERVICES 
 

This schedule should be read in conjunction with the engagement letter and the standard terms and conditions. 
 
COMPANIES [SUITABLE FOR ADAPTATION FOR USE FOR OTHER ENTITIES LIABLE TO CORPORATION TAX] – 
PRE-TAGGED ACCOUNTS  
 

Recurring compliance work 
1. We will prepare the company’s corporate tax self assessment (CTSA) return. After obtaining the approval and 

signature of an authorised Nominated Director, we will submit it to HM Revenue & Customs (HMRC).  We will 
not accept liability for any financial penalty or loss or other damage arising from any rejection of the iXBRL 
accounts by HMRC or otherwise as a result of incorrect or inappropriate tagging. 

 
2. We will prepare the corporation tax computation and supporting schedules required for preparation of the 

company tax return from accounts, information and explanations provided to us on your behalf. 
 
3. We will tell you how much tax the company should pay and when.  If appropriate, we will initiate repayment 

claims when tax has been overpaid.  We will advise on the interest and penalty implications if corporation tax is 
paid late. 

 
4. We will inform you if instalment payments of corporation tax are due for an accounting period and the dates 

they are payable.  We will calculate the quarterly instalments which should be made on the basis of 
information supplied by you by the date agreed. 

 
5. We will advise you as to possible tax return related claims and elections arising from information supplied by 

you.  Where instructed by you, we will make such claims and elections in the form and manner required by 
HMRC. 

 
Ad hoc and advisory work 

6.  Where you have instructed us to do so, we will also provide such other taxation advisory and ad hoc services as 
may be agreed between from time to time.  These may be the subject of a separate engagement letter, at our 
option.  Where appropriate we will discuss and agree an additional fee for such work when it is commissioned 
by you.  Examples of such work include: 

• Advising you when corporation tax is due on loans by the company to directors or shareholders or their 
associates, and calculating the payments due or the amount repayable when the loans are repaid; and 

• Dealing with any enquiry opened into the company’s tax return by HMRC; 

• Preparing any amended returns which may be required and corresponding with HMRC as necessary. 
 
7. Where specialist advice is required on occasions we may need to seek this from or refer you to appropriate 

specialists. 
 
 Changes in the law 
8. We will not accept responsibility if you act on advice given by us on an earlier occasion without first confirming 

with us that the advice is still valid in the light of any change in the law or your circumstances. 
 
9. We will accept no liability for losses arising from changes in the law or the interpretation thereof that are first 

published after the date on which the advice is given. 
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Your responsibilities 
10. The Directors, on behalf of the company, are legally responsible for: 

(a) Ensuring that the CTSA return (including tagging) is correct and complete;  
(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, surcharges and/or interest. 

 
 The signatory to the return cannot delegate this legal responsibility to others.  The signatory agrees to check 

that returns we have prepared for the company are complete before he/she approves and signs them. 
 
11.  To enable us to carry out our work the Directors agree: 
 

(a) To provide us with accounts prepared by you or by others in an iXBRL format.  You accept full 
responsibility for the existence, accuracy, consistency and completeness of iXBRL tagging within the 
accounts.  We will not carry out any procedures to check the existence, accuracy, consistency and 
completeness of iXBRL tagging. 

 
(b) That all returns are to be made on the basis of full disclosure of all sources of income, charges, allowances 

and capital transactions; 
 
(c) To provide full information necessary for dealing with the company’s affairs: we will rely on the information 

and documents being true, correct and complete and will not audit the information or those documents; 
 
(d) To authorise us to approach such third parties as may be appropriate for information that we consider 

necessary to deal with the company’s affairs; 
 
(e) To provide us with information in sufficient time for the company’s CTSA return to be completed and 

submitted by the [due date/selected date of [   ]] following the end of the tax year. In order that we can do 
this we need to receive all relevant information by [  ]. Where feasible we may agree to complete your 
return within a shorter period but may charge an additional fee of [  ] for so doing; 

 
(f) To provide information on matters affecting the company’s tax liability for the accounting period in respect 

of which instalments are due at least four weeks before the due date of each instalment.  This information 
should include details of trading profits and other taxable activities up to the date the information is 
provided, together with estimates to the end of the accounting period; and 

 
(g) To provide us with information on advances or loans made to directors, shareholders or their associates 

during an accounting period and any repayments made or write offs authorised at the latest within three 
months of the end of the relevant accounting period. 

 
12. The Directors will keep us informed of material changes in circumstances that could affect the tax liabilities of 

the company. If the Directors are unsure whether the change is material or not please let us know so that we 
can assess its significance. 

 
13. You will forward to us HMRC statements of account, copies of notices of assessment, letters and other 

communications received from HMRC in time to enable us to deal with them as may be necessary within the 
statutory time limits. Although HMRC have the authority to communicate with us when form 64-8 has been 
signed and submitted it is essential that you let us have copies of any correspondence received because HMRC 
are not obliged to  send us copies of all communications issued to you. 

14. The work carried out within this engagement will be in respect of the company’s tax affairs.  Any work to be 
carried out for the directors on a personal basis will be set out in a separate letter of engagement. 
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15. [You are responsible for monitoring the monthly turnover to establish whether the company is liable to register for 
VAT, if it is not already registered.  If you do not understand what you need to do, please ask us. If the company 
exceeds the VAT registration threshold, and you wish us to assist in notifying HMRC of the Company’s liability to 
be VAT registered we will be pleased to assist in the VAT registration process.  You should notify us of your 
instructions to act in relation to the company’s VAT registration in good time to enable a VAT registration form to 
be submitted within the time limit of one month following the month in which the current VAT registration 
turnover threshold was exceeded.  We will not be responsible if we are not notified in time and a late registration 
penalty is incurred.] 

 
16. [Our services as set out above are subject to the limitations on our liability set out in the engagement letter and in 

paragraph 18 of our standard terms and conditions. These are important provisions which you should read and 
consider carefully] [[To be inserted only if you wish to attempt to limit liability.] 

Where the client is a group of companies you may wish to incorporate the following section within this 
schedule and to adapt the paragraphs above to refer to each company listed in the covering letter or attached 
schedule. 
 
Groups and consortia 

 In relation to groups [and consortia] of which your company is a member, and in respect of which you have 
instructed us to act; we will provide the following additional services: 

 
1. Where instructed we will advise on the tax treatment of intra-group payments of dividends, charges and 

interest. 
 
2. We will advise on the eligibility of companies to make elections in relation to such payments. 
 
3.  We will prepare and submit to HMRC elections relating to intra-group payments of dividends, charges and 

interest. 
 
4. We will deal with all communications relating to elections addressed to us by HMRC. 
 
5. Where instructed, in respect of claims for group and consortium relief: 
 

(a) We will advise as required on claims for group and consortium relief and the interaction with other reliefs; 

(b) We will prepare and submit to HMRC appropriate claims; 

(c) We will adjust corporation tax computations and returns to reflect the surrender and receipt of group and 
consortium reliefs; and. 

(d) We will advise on arrangements for payment of tax and the surrender and set-off of tax refunds within the 
group. 

 

[Date: 

Name of practice.] 
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Appendix B5b 
 

[Name of practice] 
 

SCHEDULE OF SERVICES 
 

This schedule should be read in conjunction with the engagement letter and the standard terms and conditions. 
 
COMPANIES [SUITABLE FOR ADAPTATION FOR USE FOR OTHER ENTITIES LIABLE TO CORPORATION TAX] – 
TAGGING SERVICES  
 

Recurring compliance work 
1. We will use appropriate software to apply iXBRL tags to items in the accounts as we consider appropriate for 

the purposes of submission of the accounts to HMRC. 
 
2. We will, to the extent we consider necessary, manually amend or apply tags where the software has not applied 

automatic tagging or where we consider any automatic tagging to have been inappropriate. 
 
3. We will provide you with detailed information regarding the tagging applied for your approval. 
 
4. We will prepare the company’s corporate tax self assessment (CTSA) return. After obtaining the approval and 

signature of an authorised nominated director, we will submit it to HM Revenue & Customs (HMRC).  We will 
not accept liability for any financial penalty or loss or other damage arising from any rejection of the iXBRL 
accounts by HMRC or otherwise as a result of incorrect or inappropriate tagging. 

 
5.  We will prepare the corporation tax computation and supporting schedules required for preparation of the 

company tax return from accounts, information and explanations provided to us on your behalf. 
 
6. We will tell you how much tax the company should pay and when.  If appropriate, we will initiate repayment 

claims when tax has been overpaid.  We will advise on the interest and penalty implications if corporation tax is 
paid late. 

 
7. We will inform you if instalment payments of corporation tax are due for an accounting period and the dates 

they are payable.  We will calculate the quarterly instalments which should be made on the basis of 
information supplied by you by the date agreed. 

 
8. We will advise you as to possible tax return related claims and elections arising from information supplied by 

you.  Where instructed by you, we will make such claims and elections in the form and manner required by 
HMRC. 

 
Ad hoc and advisory work 

9.  Where you have instructed us to do so, we will also provide such other taxation advisory and ad hoc services as 
may be agreed between from time to time.  These may be the subject of a separate engagement letter, at our 
option.  Where appropriate we will discuss and agree an additional fee for such work when it is commissioned 
by you.  Examples of such work include: 

• Advising you when corporation tax is due on loans by the company to directors or shareholders or their 
associates, and calculating the payments due or the amount repayable when the loans are repaid; and 

• Dealing with any enquiry opened into the company’s tax return by HMRC; 

• Preparing any amended returns which may be required and corresponding with HMRC as necessary. 
 
10. Where specialist advice is required on occasions we may need to seek this from or refer you to appropriate 

specialists. 
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 Changes in the law 
11. We will not accept responsibility if you act on advice given by us on an earlier occasion without first confirming 

with us that the advice is still valid in the light of any change in the law or your circumstances. 
 
12. We will accept no liability for losses arising from changes in the law or the interpretation thereof that are first 

published after the date on which the advice is given. 
 
Your responsibilities 

13. The Directors, on behalf of the company, are legally responsible for: 

(a) Ensuring that the CTSA return (including tagging) is correct and complete;  
(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, surcharges and/or interest. 

 
 The signatory to the return cannot delegate this legal responsibility to others.  The signatory agrees to check 

that returns we have prepared for the company are complete before he/she approves and signs them. 
 
14.  To enable us to carry out our work the Directors agree: 
 

(a) To provide us with approved accounts for the company. 
 
(b) That all returns are to be made on the basis of full disclosure of all sources of income, charges, allowances 

and capital transactions; 
 
(c) To provide full information necessary for dealing with the company’s affairs: we will rely on the information 

and documents being true, correct and complete and will not audit the information or those documents; 
 
(d) To authorise us to approach such third parties as may be appropriate for information that we consider 

necessary to deal with the company’s affairs; 
 
(e) To provide us with information in sufficient time for the company’s CTSA return to be completed and 

submitted by the [due date/selected date of [   ]] following the end of the tax year. In order that we can do 
this we need to receive all relevant information by [  ]. Where feasible we may agree to complete your 
return within a shorter period but may charge an additional fee of [  ] for so doing; 

 
(f) liability for the accounting period in respect of which instalments are due at least four weeks before the 

due date of each instalment.  This information should include details of trading profits and other taxable 
activities up to the date the information is provided, together with estimates to the end of the accounting 
period; and 

 
(g) To provide us with information on advances or loans made to directors, shareholders or their associates 

during an accounting period and any repayments made or write offs authorised at the latest within three 
months of the end of the relevant accounting period. 

 
15. The Directors will keep us informed of material changes in circumstances that could affect the tax liabilities of 

the company. If the Directors are unsure whether the change is material or not please let us know so that we 
can assess its significance. 

 
16. You will forward to us HMRC statements of account, copies of notices of assessment, letters and other 

communications received from HMRC in time to enable us to deal with them as may be necessary within the 
statutory time limits. Although HMRC have the authority to communicate with us when form 64-8 has been 
signed and submitted it is essential that you let us have copies of any correspondence received because HMRC 
are not obliged to  send us copies of all communications issued to you. 
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17. The work carried out within this engagement will be in respect of the company’s tax affairs.  Any work to be 
carried out for the directors on a personal basis will be set out in a separate letter of engagement. 

 
18. [You are responsible for monitoring the monthly turnover to establish whether the company is liable to register 

for VAT, if it is not already registered.  If you do not understand what you need to do, please ask us. If the 
company exceeds the VAT registration threshold, and you wish us to assist in notifying HMRC of the Company’s 
liability to be VAT registered we will be pleased to assist in the VAT registration process.  You should notify us 
of your instructions to act in relation to the company’s VAT registration in good time to enable a VAT 
registration form to be submitted within the time limit of one month following the month in which the current 
VAT registration turnover threshold was exceeded.  We will not be responsible if we are not notified in time and 
a late registration penalty is incurred.] 

 
19. [Our services as set out above are subject to the limitations on our liability set out in the engagement letter and 

in paragraph 18 of our standard terms and conditions. These are important provisions which you should read 
and consider carefully] [[To be inserted only if you wish to attempt to limit liability.] 

 
Where the client is a group of companies you may wish to incorporate the following section within this 
schedule and to adapt the paragraphs above to refer to each company listed in the covering letter or attached 
schedule. 
 
Groups and consortia 

 In relation to groups [and consortia] of which your company is a member, and in respect of which you have 
instructed us to act; we will provide the following additional services: 

 
1. Where instructed we will advise on the tax treatment of intra-group payments of dividends, charges and 

interest. 
 
2. We will advise on the eligibility of companies to make elections in relation to such payments. 
 
3. We will prepare and submit to HMRC elections relating to intra-group payments of dividends, charges and 

interest. 
 
4. We will deal with all communications relating to elections addressed to us by HMRC. 
 
5. Where instructed, in respect of claims for group and consortium relief: 
 

(a) We will advise as required on claims for group and consortium relief and the interaction with other reliefs; 

(b) We will prepare and submit to HMRC appropriate claims; 

(c) We will adjust corporation tax computations and returns to reflect the surrender and receipt of group and 
consortium reliefs; and. 

(d) We will advise on arrangements for payment of tax and the surrender and set-off of tax refunds within the 
group. 

 

[Date: 

Name of practice.] 
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Appendix B6 
 

[Name of practice] 
 

SCHEDULE OF SERVICES 
 

This schedule should be read in conjunction with the engagement letter and the standard terms and conditions. 
 
PAYROLL SERVICES  
 
Recurring compliance work 
 
1. We will prepare your UK payroll for each payroll period to meet UK employment tax requirements, specifically: 

• Calculating the pay as you earn (PAYE) deductions;  

• Calculating the employees’ National Insurance Contributions (NIC) deductions;  

• Calculating the employer’s NIC liabilities; 

• Calculating statutory payments, for example, Statutory Sick Pay and/or Statutory Maternity Pay; and 

• Calculating other statutory and non statutory deductions  
 
2. We will prepare and send to you the following documents for each payroll period at or before the time of 

payment: 

• Payroll summary report showing the reconciliation from gross to net for each employee and all relevant 
payroll totals; 

• A payslip for each employee unless not required; 

• A P45 for each leaver; and  

• A report showing your PAYE and NIC liability and due date for payment. 
 
3. We will prepare and send to you the following documents by the statutory due dates at the end of the payroll 

year:  

• Form P60 for each employee on the payroll at the year end;  

• [P35 (employer’s year end annual return)]/where payroll is done online[a summary of the employer’s 
annual declarations, including the total payroll payments and deductions for your approval before the 
year end online declaration P35 is made to HMRC ; and 

• P14 or P60 for all staff who were on the payroll during the payroll year 
 
4. We will submit your forms P35 and P14 after they have been approved. 
 

Ad hoc and advisory work 
5. Where you have instructed us to do so, we will also provide such other taxation ad hoc and advisory services as 

may be agreed between us from time to time.  These may be the subject of a separate engagement letter, at 
our option.  Where appropriate we will discuss and agree an additional fee for such work when it is 
commissioned by you.  Examples of such work include: 

• Dealing with any enquiry by HMRC into the payroll returns; and  

• Preparing any amended returns which may be required and corresponding with HMRC as necessary. 
 
6. Where specialist advice is required on occasions we may need to seek this from or refer you to appropriate 

specialists. 
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 Changes in the law 
7. We will not accept responsibility if you act on advice given by us on an earlier occasion without first confirming 

with us that the advice is still valid in the light of any change in the law or your circumstances. 
 
8. We will accept no liability for losses arising from changes in the law or the interpretation thereof that are first 

published after the date on which the advice is given. 
 

Your responsibilities 
9.  You are legally responsible for: 

(a) Ensuring that your payroll returns are correct and complete; 
(b) Filing any returns by the due date; and  
(c) Making payment of tax and NIC on time.  

 
Failure to do this may lead to automatic penalties, surcharges and/or interest. 

 
Signatories to returns cannot delegate this legal responsibility to others. You agree to check that returns we 
have prepared for you are correct and complete before you approve and sign them. 

.  
10. To enable us to carry out our work you agree: 
 

(a) That all returns are to be made on the basis of full disclosure;  
 
(b) To provide full information necessary for dealing with your payroll affairs: we will rely on the information 

and documents being true, correct and complete and will not audit the information or those documents; 
 
(c) To agree with us the name[s] of the person[s] authorised by you to notify us of changes in employees and 

in rates of pay.  We will process the changes only if notified by that/those individual[s]; 
 
(d) To advise us in writing of changes of payroll pay dates; 
 
(e) To notify us at least [x] working days prior to the payroll date of all transactions or events which may need 

to be reflected in the payroll for the period, including details of: 

• all new employees and details of their remuneration packages; 

• all leavers and details of termination arrangements; 

• all changes to remuneration packages; 

• all pension scheme changes; and 

• any changes to the employees’ bank accounts; 
 

(f) You will keep us informed of changes in circumstances that could affect the payroll. If you are unsure 
whether the change is material or not please let us know so that we can assess its significance. and 

 
(g) To authorise us to approach such third parties as may be appropriate for information that we consider 

necessary to deal with your affairs. 
 
11. If the information required to complete the payroll services set out above is received less than [x] days before 

the payroll date we will still endeavour to process the payroll to meet the agreed payroll date but we will not be 
liable for any costs or other losses arising if the payroll is late in these circumstances. We may charge an 
additional fee of [  ] for work carries out in a shorter time period. 
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12. [Our services as set out above are subject to the limitations on our liability set out in the engagement letter and 
in paragraph 18 of our standard terms and conditions. These are important provisions which you should read 
and consider carefully] [[To be inserted only if you wish to attempt to limit liability.] 

 

[Date: 

Name of practice.] 
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Appendix B7 
 

[Name of practice] 
 

SCHEDULE OF SERVICES 
 

This schedule should be read in conjunction with the engagement letter and the standard terms and conditions. 
 
BENEFITS-IN-KIND RETURNS  
(FORMS P11D AND P9D AND DECLARATION P11D(B)) AND CLASS 1A NATIONAL INSURANCE CONTRIBUTIONS 
 

Recurring compliance work 
1. We will [prepare/review] forms P11D and P9D as may be required for each employee including directors based 

on the accounts, information and explanations provided to us on your behalf. 
 
2. We will submit the forms P11D and P9D with the form P11D(b) after the form P11D(b) has been signed by 

you. 
 
3. We will prepare and send to you the P11D information for you to forward to your employees and directors by 

the statutory due date. 
 
4. We will calculate your Class 1A NIC liability on the benefits returned in forms P11D that you are obliged to pay 

HMRC by the due date and send payment instructions to you.   
 

Ad hoc and advisory work 
5. Where you have instructed us to do so, we will also provide such other taxation ad hoc and advisory services as 

may be agreed between us from time to time.  These may be the subject of a separate engagement letter, at 
our option.  Where appropriate we will discuss and agree an additional fee for such work when it is 
commissioned by you.  Examples of such work include: 

• Dealing with any straightforward enquiry opened into the benefits-in-kind returns by HMRC.  More 
detailed enquiries may be the subject of a separate engagement; 

• Preparing any amended returns which may be required and corresponding with HMRC as necessary; 

• Advising on Dispensations and PAYE Settlement Agreements; and  

• Conducting PAYE and benefits healthchecks. 
 
6. Where specialist advice is required we may need to seek this from or refer you to appropriate specialists. 
 
 Changes in the law 
7. We will not accept responsibility if you act on advice given by us on an earlier occasion without first confirming 

with us that the advice is still valid in the light of any change in the law or your circumstances. 
 
8. We will accept no liability for losses arising from changes in the law or the interpretation thereof that are first 

published after the date on which the advice is given. 
 

Your responsibilities 
9.  You are legally responsible for: 

(a) Ensuring that your declaration on form P11D(b) is true to the best of your knowledge and belief and 
therefore that the entries on the related forms P11D and P9D are correct and complete; 

(b) Filing any returns by the due date after the end of the tax year; and  
(c)  Making payment of Class 1A NIC on time.  

 
Failure to do this may lead to automatic interest, penalties and/or surcharges. 



 

 36

10. The signatory to the return cannot delegate this legal responsibility to others.  The signatory agrees to check 
that the forms that we have prepared for you are complete before he/she approves and signs them. 

 
11. To enable us to carry out our work you agree: 

(a) That all returns are to be made on the basis of full disclosure; 

(b) To provide full information necessary for dealing with your benefits-in-kind returns: we will rely on the 
information and documents being true, correct and complete and will not audit the information or those 
documents; 

(c) To notify us within [x] working days after the end of the tax year of all transactions or events which may 
need to be reflected in the forms P11D and P9D for the period, including details of all employees during 
the year and details of their remuneration packages; and 

(d) To authorise us to approach such third parties as may be appropriate that we consider necessary to deal 
with completing the benefits-in-kind returns. 

 
12. If the information required to complete the benefits-in-kind returns set out above is received more than [x] days 

after the end of the tax year we will still endeavour to process the information onto the benefits-in-kind returns 
to meet the submission date but we will not be liable for any costs or other losses arising if submission is late in 
these circumstances. We may charge an additional fee of [  ] in such circumstances. 

 
13. [Our services as set out above are subject to the limitations on our liability set out in the engagement letter and 

in paragraph 18 of our standard terms and conditions. These are important provisions which you should read 
and consider carefully] [To be inserted only if you wish to attempt to limit liability.] 

 

[Date: 

Name of practice.] 
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Appendix B8 
 

[Name of practice] 
 

SCHEDULE OF SERVICES 
 

This schedule should be read in conjunction with the engagement letter and the standard terms and conditions. 
 
VAT RETURNS 
 

Recurring compliance work 
1. We will [prepare/review] your [monthly/quarterly/annual] VAT returns [Intrastat returns/EC Sales lists] on the 

basis of the information and explanations supplied by you. The first such return to be [prepared/reviewed] by us 
will be the return for the period ending [date]. 

 
2. Based on the information that you provide to us we will tell you how much you should pay and when.  If 

appropriate we will initiate repayment claims where tax has been overpaid.  We will advise on the interest and 
penalty implications if VAT is paid late. 
 

3. Where appropriate we will calculate the partial exemption annual adjustment. This annual adjustment will 
normally be made in the quarter ending [date] as the tax year for partial exemption purposes ends on [date]. 

 
4. Where appropriate we will calculate the annual Capital Goods Scheme adjustment.  The adjustment will 

normally be made in the quarter ending [date] as the interval end date is [date]. 
 
5. We will forward to you the completed return calculations for you to review, before you approve the VAT return 

for onward transmission by [you/us] to HMRC. 
 

Ad hoc and advisory services 
6.  Where you have instructed us to do so, we will also provide such other taxation ad hoc and advisory services as 

may be agreed between us from time to time.  These may be the subject of a separate engagement letter, at 
our option.  Where appropriate we will discuss and agree an additional fee for this work when it is 
commissioned by you.  Examples of such work include: 

• Reviewing and advising a suitable partial exemption method to use in preparing the return;  

• Dealing with all communications relating to your VAT returns [Intrastat returns/EC Sales List returns] 
addressed to us by HMRC or passed to us by you; 

• Making recommendations to you about the use of cash accounting, annual accounting, flat rate and other 
suitable methods of accounting for VAT; and  

• Providing you with advice on VAT [Excise Duty/Customs Duty/Landfill Tax/Insurance Premium 
Tax/Aggregates Levy/Climate Change Levy] as and when requested. Where the advice is provided in 
writing, the information provided and the query raised will be set out with our response to you 

 
7. Where specialist advice is required in certain areas we may need to seek this from or refer you to appropriate 

specialists.  
 
 Changes in the law 
8. We will not accept responsibility if you act on advice given by us on an earlier occasion without first confirming 

with us that the advice is still valid in the light of any change in the law or your circumstances. 
 
9. We will accept no liability for losses arising from changes in the law or the interpretation thereof that are first 

published on or after the date on which the advice is given. 
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 Your responsibilities 
10. You are legally responsible for: 

(a) Ensuring that your returns are correct and complete; 

(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, surcharges and/or interest. 
 

The signatory to the return cannot delegate this legal responsibility to others. The signatory agrees to check that 
returns we have prepared for you are complete before he/she approves and signs them.  

 
11. To enable us to carry out our work you agree: 
 

(a)  That all returns are to be made on the basis of full disclosure; 
 
(b) That you are responsible for ensuring that the information provided is, to the best of your knowledge, 

accurate and complete. The VAT returns are [prepared/reviewed] solely on the basis of the information 
provided by you and we accept no responsibility for any VAT liabilities arising due to inaccuracies or 
omissions in the information you provide which may lead to a misdeclaration on which penalties and 
interest may arise; 

 
(c) That we can approach such third parties as may be appropriate for information we consider necessary to 

deal with the VAT returns; and 
 
(d) To provide us with all the records relevant to the preparation of your [monthly/quarterly] VAT returns as 

soon as possible after the return period ends.  We would ordinarily need a minimum of [x] days before 
submission to complete our work. If the records are provided later or are incomplete or unclear thereby 
delaying the [preparation/review] and submission of the VAT return, we accept no responsibility for any 
“default surcharge” penalty that may arise.  Where feasible we may agree to complete your return within a 
shorter period but may charge an additional fee of [  ] for so doing. 

 
12. You will keep us informed of material changes in circumstances that could affect your VAT obligations. If you 

are unsure whether the change is material or not please let us know so that we can assess its significance.  
 
13. You will forward to us HMRC statements of account, copies of notices of assessment, letters and other 

communications received from HMRC in time to enable us to deal with them as may be necessary within the 
statutory time limits. Although HMRC have the authority to communicate with us when form 64-8 has been 
signed and submitted it is essential that you let us have copies of any correspondence received because HMRC 
are not obliged to  send us copies of all communications issued to you. 

 
14. You are responsible for bringing to our attention any errors, omissions or inaccuracies in your VAT returns which 

you become aware of after the returns have been submitted in order that we may assist you to make a 
voluntary disclosure. 

 
15. [If you are involved with any other business which is not registered for VAT you are responsible for monitoring 

your monthly turnover to establish whether you are liable to register for VAT. If you do not understand what you 
need to do, please ask us. If you exceed the VAT registration threshold, and wish us to assist you in notifying 
HMRC of your liability to be VAT registered, you must give us clear instructions to assist you in the VAT 
registration process.  You should notify us of your instructions in good time to enable the VAT registration 
application form to be submitted within the statutory time limit of one month following the month in which you 
exceeded the VAT registration threshold in force at that time.  We will not be responsible if you fail to notify us 
in time and incur a late registration penalty as a result.] 
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16. If EC Sales Lists need to be completed you are responsible for obtaining all of your customers’ VAT registration 
numbers in other member states and to check any that you are not completely satisfied with, with HMRC. 

 
17. [Our services as set out above are subject to the limitations on our liability set out in the engagement letter and 

in paragraph 18 of our standard terms and conditions. These are important provisions which you should read 
and consider carefully] [To be inserted only if you wish to attempt to limit liability.] 

  

[Date: 

Name of practice.] 
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Appendix B9 
 

[Name of practice] 
 

SCHEDULE OF SERVICES 
 

This schedule should be read in conjunction with the engagement letter and the standard terms and conditions. 
  
HM REVENUE & CUSTOMS (HMRC) TAX INVESTIGATIONS 
 
 Investigation by HMRC into [name of entity being investigated] 
1. We will act on your behalf in the matter of the current investigation by HMRC. 
  
2. Where required we will prepare a report on your behalf giving full disclosure of your tax affairs and once agreed 

by you submit it to HMRC. 
 
3. We will negotiate with HMRC on any question of taxation, interest and penalties. [The outcome of some income 

tax enquiries may be related to or impact on claims to tax credits.  We will not address the tax credits issues 
unless we have explicitly agreed to do so.] 

 
4. We must make it clear that if at any time we consider that: 

• you are not cooperating with us and answering our enquiries fully and frankly; or 

• you are unwilling to make full disclosure or you refuse to do so 
 
 then we will immediately cease to act and inform HMRC of that fact (albeit not the reasons for ceasing to act).  

In that event any fees you have already paid will not be reimbursed and you will remain liable for any unbilled 
costs. 

 
5. Where specialist advice is required in connection with the investigation we may need to seek this from or refer 

you to appropriate specialists. 
 

Your responsibilities 
6. To enable us to carry out our work in relation to the investigation you agree:  
 

(a) That all information to be given to HMRC in the course of the investigation is to be made on the basis of 
full disclosure of all sources of income, charges, allowances and capital transactions; 

 
(b) To provide full information necessary for dealing with the investigation; 
 
(c) To authorise us to communicate with such third parties as may be appropriate and that we consider 

necessary to deal with the investigation;  
 
(d) To provide information promptly to enable us to deal with the investigation expeditiously and to act in your 

interests in order to qualify for such reduction as may be appropriate for the cause of the error and the 
level of disclosure if there are tax liabilities or penalties for earlier years; 

 
(e) To forward to us on receipt copies of all HMRC correspondence, statements of account, [PAYE coding 

notices,] notices of assessment, letters and other communications received from HMRC as may be relevant 
to the investigation to enable us to deal with them as may be necessary immediately upon receipt. 
Although HMRC have the authority to communicate with us when form 64-8 has been signed and 
submitted it is essential that you let us have copies of any correspondence received because HMRC are 
not obliged to  send us copies of all communications issued to you. 
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(f) To keep us informed about significant changes in your circumstances if they are likely to affect the 
outcome of the investigation. If you are unsure whether the change is material or not please let us know so 
that we can assess its significance or otherwise; and; 

 
(g) To notify us immediately of any insurance cover you have for enquiries into your tax returns by HMRC. 

 
7. [Our services as set out above are subject to the limitations on our liability set out in the engagement letter and in 

paragraph 18 of our standard terms and conditions.] [To be inserted only if you wish to attempt to limit liability.] 
 

[Date: 

Name of practice.] 
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Appendix B10 
 

[Name of Practice] 
 

SCHEDULE OF SERVICES 
 

This schedule should be read in conjunction with the engagement letter and the standard terms and conditions. 
 
[SPECIALIST OR AD HOC TAX ADVISORY SERVICES] OR  
[TAX ADVISORY SERVICES IN RELATION TO NAME OF SPECIFIC PROJECT] 

 
1. [We will provide ad-hoc tax advisory services as requested by you from time to time] or [We will provide tax 

advisory services in relation to [e.g. the sale of your share holding in Xyz Co].  
 
2. Our services may include telephone conversations, attendance at meetings and written advice as and when 

requested by you. 
  
3. We will not be responsible for the provision of any tax compliance services, unless covered by a separate 

engagement letter or another schedule to this letter.  
 
4. Where additional expertise is required we may need to seek this from or refer you to another specialist. 
 
 Changes in the law 
5. We will not accept responsibility if you act on advice given by us on an earlier occasion without first confirming 

with us that the advice is still valid in the light of any change in the law or your circumstances. 
 
6. We will accept no liability for losses arising from changes in the law or the interpretation thereof that are first 

published after the date on which the advice is given. 
 

Your responsibilities 
7.  You agree to provide full information necessary for us to advise in relation to your affairs.  We will rely on the 

information and documents being true, correct and complete and will not audit the information or those 
documents. 

 
8.  If you require tax advice in relation to a proposed transaction we recommend that you instruct us sufficiently in 

advance so that we have time to give properly considered advice prior to the transaction taking place. 
 
9.  You agree to authorise us to approach such third parties as may be appropriate for information that we consider 

necessary to provide the advice. 
 
10.  You will keep us informed of material changes in your circumstances that could affect your tax liability. If you 

are unsure whether the change is material or not please let us know so that we can assess its significance.  
 
11. [You are responsible for monitoring your monthly turnover to establish whether you are liable to register for 

VAT. If you do not understand what you need to do, please ask us. If you exceed the VAT registration threshold, 
and wish us to assist you in notifying HMRC of your liability to be VAT registered we will be pleased to assist 
you in the VAT registration process.  You should notify us of your instructions to assist in your VAT registration 
in good time to enable a VAT registration form to be submitted within the time limit of one month following the 
month in which you exceeded the VAT registration threshold in force at that time.  We will not be responsible if 
you fail to notify us in time and incur a late registration penalty as a result.] 
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12. [Our services as set out above are subject to the limitations on our liability set out in the engagement letter and 
in paragraph 18 of our standard terms and conditions. These are important provisions which you should read 
and consider carefully] [To be inserted only if you wish to attempt to limit liability.] 

 

[Date: 

Name of practice.] 
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Appendix B11 
 

[Name of Practice] 
 

SCHEDULE OF SERVICES 
 

This schedule should be read in conjunction with the engagement letter and the standard terms and conditions. 
 
TAX CREDITS 

 
Recurring compliance work 

1. We will prepare your tax credits claim form (TC600) and annual declaration (TC603D) from the information 
and explanations that you provide to us.  After obtaining your approval and signature, we will submit your 
completed forms to HMRC. 

 
2. We will calculate your entitlement to tax credits and check your tax credit award notices (TC602) and annual 

review (TC603R) on the basis of the information you have given us.  We will advise you of any errors or 
omissions on the face of these documents and agree what action should be taken to inform HMRC.   

 
3. We will inform HMRC on your behalf of any changes of circumstances during the year for which notification is 

mandatory (which generally must be done within one month of the change). [We will advise you of such 
circumstances [insert details of when client will be advised eg on becoming a client and annually thereafter 
and when the regulations change]/[We will provide a checklist of such circumstances] 

   
 [Note that it must be clear whether the practitioner or the client is to deal with notifying changes.  Many 

practitioners will prefer to leave this to the client, in view of the very short time limit for notifying HMRC and 
the risk of overpayments accruing if notification is not done as soon as possible.  If the client is to be 
responsible, delete this paragraph and also paragraph 11(e), and include paragraph 10 instead.   

 
 The changes of circumstances can be found in Regulation 21 Tax Credits (Claims and Notification) 

Regulations 2002/2014. Practitioners may wish to provide clients with a checklist of these; any checklist 
should be reviewed regularly to ensure that it reflects current legislation and that clients are advised 
accordingly.] 

 
4. If instructed, we will deal with HMRC by telephone on any aspect of your tax credits affairs. 
 
 Advisory and ad hoc work 
5. Where you have instructed us to do so, we will provide such other tax credits ad hoc and advisory services as 

may be agreed between us from time to time.  These may be the subject of a separate engagement letter at our 
option.  Where appropriate we will discuss and agree an additional fee for such work when it is commissioned 
by you.  Examples of such work include: 

• Advising you on your eligibility for working tax credit and/or child tax credit based on the information you 
give us about your household circumstances; 

• Advising you of any possible claims or reliefs or other planning measures that may have a bearing on 
your tax credits entitlement, including but not limited to gift aid, pension contributions, and trading loss 
reliefs; 

• Explaining to you what you must report to HMRC including the time limits for doing so, and what it 
would be in your interests to report to HMRC (but not obligatory for you to do so); 

• Assisting you with any tax credit examinations or enquiries raised by HMRC, or with any other 
communications with HMRC regarding your entitlement; 

• Advising you of the implications that any changes to your tax credit award might have for other aspects 
of your tax affairs; and 
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• In general, when considering your tax affairs, advising you of the tax credit implications of any proposed 
course of action. 

[This final bullet point will not be relevant if the practitioner does not deal with any other aspect of the 
client’s tax affairs.] 

 
 Changes in the law 
6. We will not accept responsibility if you act on advice given by us on an earlier occasion without first confirming 

with us that the advice is still valid in the light of any change in the law or your circumstances. 
 
7. We will accept no liability for losses arising from changes in the law or the interpretation thereof that are first 

published after the date on which the advice is given. 
 

Your responsibilities 
8. You are legally responsible for: 
 

(a) Ensuring that all documents and information submitted to HMRC are correct, complete and on time; and 
 
(b) Ensuring that HMRC are informed promptly of any changes in your income or circumstances, or of any 

errors or omissions in any document sent to you by HMRC. 
 
Failure to do this may lead to or exacerbate an overpayment, and may in certain cases give rise to penalties, 
and/or interest. 
 
Taxpayers who sign their claims and renewal forms cannot delegate this legal responsibility to others.  You 
agree to check that documents that we have prepared for you are complete before you approve and sign them. 
 

9. Responsibilities in relation to joint tax credit claims are set out below under ‘You and your spouse/partner’ if 
applicable.  

 
10. You will be responsible for informing HMRC of any changes of circumstances during the year for which 

notification is mandatory (which generally must be done within one month of the change). [We will advise you 
of such circumstances [insert details of when client will be advised eg on becoming a client and annually 
thereafter and when the regulations change]/[We will provide a checklist of such circumstances] 

 
 [This is only relevant where the practitioner is not going to deal with notifying changes. If paragraph 10 is 

included, delete paragraphs 3 and 11(e).] 
 
11. To enable us to carry out our work you agree: 
 

(a) That all claims and renewals are to be made on the basis of full disclosure of your income and 
circumstances; 

 
(b) To provide full information necessary for dealing with your affairs: we will rely on the information and 

documents being true, correct and complete and will not audit the information or those documents; 
 
(c) To authorise us to approach such third parties as may be appropriate for information that we consider 

necessary to deal with your affairs; and 
 
(d) To provide us with information in sufficient time for your renewal forms to be completed and submitted by 

the due date following the end of the tax year.  In order that we can do this, we need to receive all relevant 
information by [insert date]. 

 
(e) To provide us with information about changes of circumstance which must be reported to HMRC as soon 

as possible and in any event within sufficient time for us to tell HMRC within one month of the change. 
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[Delete point (e) if it is to be the client and not the practitioner who deals with this.] 
 

12. You will keep us informed of material changes in your circumstances that could affect your tax credit 
entitlement.  If you are unsure whether the change is material or not please let us know so that we can assess 
its significance.  

 
13. You will forward to us HMRC notices, statements of account, letters and other communications received from 

HMRC in time to enable us to deal with them as may be necessary within the requisite time limits.  Although 
HMRC have the authority to communicate with us when form 64-8 has been signed and submitted it is 
essential that you let us have copies of any correspondence received because HMRC are not obliged to send us 
copies of communications issued to you and in most cases will not do so.  You should also keep a note of any 
telephone communication you have with HMRC’s tax credits helpline, including the date and time of the call, 
and the name of the helpline operator(s). 

 
[You and your spouse/partner] 

 [For use where services are provided to a couple who are required to make a joint tax credits claim – in which 
case the practitioner will need access to all relevant information about both partners.] 

 
[Note also that joint claims must be made if the household is a polygamous unit – practitioners will need to 
adapt the wording if this applies to the client.] 

 
14. A couple must claim tax credits jointly.  A ‘couple’ comprises spouses or civil partners who are not separated, 

or two people living together as husband and wife or as if they were civil partners. 
 

Note that members of a couple are jointly and severally liable to repay overpaid amounts of tax credit – in other 
words, HMRC can recover an overpayment from either partner or from both partners in equal or unequal 
proportions. 

 
15. Where we act for you as a couple in respect of a joint claim, we shall advise you and your spouse or civil 

partner or any person(s) with whom you are making a joint claim for tax credits (your ‘partner’) on the basis 
that you are a household.  You both agree that in all matters relating to your or your partner’s tax and financial 
affairs, we may deal directly with either of you and we may discuss with either of you the tax liabilities and/or 
financial affairs of the other, so far as they are relevant to your tax credits entitlement.   

 
16. In order for us to act for you as a couple in respect of a joint claim, you undertake that all instructions, 

information or explanations either of you gives us will be on behalf of both of you, unless you specifically tell us 
otherwise.  Similarly, if one of you signs a document, it will be on behalf of you both unless you instruct us to 
the contrary.  If a conflict of interest should arise between you in relation to any matter to do with your joint 
claim or entitlement, we reserve the right to cease acting for both of you, or to advise one or other of you to 
obtain independent advice. 

 
17. We will require your partner’s agreement to these arrangements and [are sending them a separate engagements 

letter for approval] OR [would ask both of you to sign this schedule to confirm your approval]. 
 

[Note – the agent can either send engagement letters to each partner or ask them to sign a joint one.  If the 
agent performs other tax services for the other partner, it will be best to send the other partner their own tax 
credits schedule.] 

 
18. You undertake to tell us if you cease to be a couple because this will terminate the joint claim.  You cease to be 

a couple for tax credits purposes if: 

• You were a married couple or civil partners and you have separated under a court order, or in 
circumstances in which the separation is likely to be permanent; or 

• You were living together as husband and wife, or as if you were civil partners, but no longer do so; or 
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• One of you has gone overseas for longer than eight weeks (even if you still regard yourselves as living 
together in the usual sense). 

  
 HMRC will need to be informed if the joint claim terminates, and we will also need to amend our terms of 

engagement accordingly.  If you are unsure whether you have ceased to be a couple for tax credits purposes, 
please tell us so that we can assess the situation. 

 
 

[Date of version: 
 
Date sent out: 
 
Name of practice.] 
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