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NEW CLIENT
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Proposal and Letter of Engagement

The first written contact a client usually has from 
us is the formal fee Proposal.

The Proposal is created either at a face-to-
face meeting with a prospective new client or 
is emailed out to them shortly after that first 
meeting.  Sometimes we are asked either over the 
telephone or in an email to quote in response to 
the somewhat bald question “How much do you 
charge for a set of accounts?”.  This is an impossible 
question to answer as the price depends on a 
range of factors.

The relationship between an accountant and 
his client is a very personal one, and we feel it is 
always best to initially meet the prospective client 
in a face-to-face meeting, whether in person or 
online, so we can judge whether we are going 
to get along with the prospective client.  If we 
are going to work closely with a client then it is 
important that we actually like each other.  It 
makes for a much more pleasant professional 
relationship.

As a firm of chartered accountants, we offer a very 
wide range of services.  These can be discussed in 
detail with a prospective client much more easily in 
a face-to-face meeting than over the telephone or 
by email.  We can also show the prospective client 
how the mix of services they choose affects the 
monthly price.

We have designed the Proposal to be as 
informative as possible and not just a list of prices. 
It sets out the services you are asking us to quote 
for and what those services entail.  It also gives 
details of some additional services you might be 
interested in, if not now then in the future. 

Attached to the Proposal is the Letter of 
Engagement. This is a very comprehensive and 
lengthy legal document that sets out all the work 
we have agreed to do for you.  It sets out our 
responsibilities to you, and, equally important, 
your responsibilities to us. 

Rather like dealing with your bank, appointing us as your first accountants or changing to us from another 
accountant can seem daunting at first sight. Our role as your new accountants is to make the onboarding 
process as painless as possible for you.  It is, after all, the first time you have worked with us and we want it 
to be a very positive experience for you.
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We do need to emphasise this. Just as you, quite 
rightly, expect us to reply to your telephone calls 
and emails as soon as we can and preferably within 
24 hours, so we expect similar prompt replies to 
our telephone calls and emails.  Whenever we 
talk to other accountants, one common comment 
is how clients inadvertently slow down the 
completion of work, accounts or tax returns, by not 
replying promptly to accountants’ queries.  Whilst 
we do not expect a reply by return (you have, after 
all, your own business to run), it would be nice if 
some clients acknowledged that we too have a 
business to run and didn’t take days to reply to 
even the simplest queries. 

Also attached to the Letter of Engagement is a copy 
of our Standard Terms of Business.

We do advise that if they can (and they have 
the time – they are both very long documents!) 
new clients should read through the Letter of 
Engagement and the Standard Terms of Business.  
This is so you know what to expect during the year 
ahead.  The last thing we want is for something to 
go wrong and for you, the client, to say that you did 
not understand what we should be doing or not 
doing, or that you should be doing or not doing.  If 
there is anything in the Letter of Engagement or 
the Standard Terms of Business, then please ask 
us to explain.  We are always more than happy to 
do this. 

Included on the Proposal is a button for you to sign 
the Letter of Engagement digitally.  The system will 
tell us when you have done this.

The policy of this firm is that wherever practical 
fees are paid by online variable direct debits.  We 
will not accept cash or cheques in payment of our 
fees because of the difficulties in visiting the local 
branch of our bank, HSBC.

We use GoCardless for Xero to process our direct 
debits.  The direct debit mandate we ask you 
to complete is not for a specific predetermined 
amount.  Once a client has set up a direct debit 
mandate GoCardless for Xero reviews our sales 
ledger, looks for any unpaid invoices for that client, 
takes payment from the client on the due date, and 
pays us four or five working days later. This makes 
it possible for us to change payments under the 
direct debit without making changes to the actual 
mandate, 

Shortly after you have accepted our fee proposal, 
we will ask you to complete online direct debit 
instructions to pay the monthly or annual fee 
through GoCardless for Xero. This is handled for us 
by Directli.  The link to set up the direct debit is:

https://manage.directli.co.uk/pay/co/
GEN3455785635

Directli will let us know when you have done this.  
We realise that with a new limited company it 
may take a little time to set up the company bank 
account and so will delay sending you the direct 
debit link.

Paying of our fees



4  B A M B U R Y  &  C O

New client 
information 
requests
Once you have signed the Letter of Engagement, 
we will also send you a new client information 
request.  There is one version for an individual and 
another version for a limited company.

These requests bring together all the background 
information we need to know about you in order 
to set you up in our software and with HMRC.  We 
will try to pre-populate the information requests as 
much as we can.

Please note the client code. If you have a limited 
company, there is one for yourself and a separate 
code for your company. 

Secure 
document portal
Because of the inherent weaknesses with email, 
following the introduction of the new GDPR regime 
we have had to move away from exchanging 
sensitive documents with clients by this means.  
We have set up a secure document portal, called 

Senta, which allows us to upload sensitive 
documents, such as accounts, tax returns, etc., for 
a client to see and, very importantly, to be able to 
digitally approve. It also enables the client to easily 
and securely upload documents that we might 
need to see, e.g. bank statements.

Once we have agreed in principle to take you on 
as a client (subject to the results of any anti-
money laundering checks and the response to 
the professional clearance letter) Senta will email 
you to set up a user name and password with you. 
It (she?) will also give you the task of uploading 
evidence of your identity and home address.  The 
background to this is covered in the next section 
on anti-money laundering (“AML”).

We are in the process of setting up folders in Senta 
so that documents can be filed logically, i.e. an 
AML folder to hold your identity documents.  Some 
of the folders will be further subdivided by year.  
This is particularly important for the accounts and 
tax return folders.
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Anti-money 
laundering
It may seem odd mentioning serious legal matters first, 
but we live in unusual times and money laundering in 
its widest sense has become endemic in our society.

The main areas of money laundering we usually come 
across in practice are:
• Tax evasion by clients
• Fraud by clients, particularly in respect of loans 

or other financing applications
• Theft by a client of their businesses’ assets
• Theft by a client from their customers by 

suppressing duplicate payments
• Instances of bribery and corruption by clients, 

particularly where clients operate abroad in 
jurisdictions renowned for such practices

All accountants (and other professionals like solicitors) 
must comply with the onerous duties imposed on us 
by the Proceeds of Crime Act 2002, the Terrorism Act 
2000 and the Money Laundering Regulations 2017 
(known collectively as the “Anti Money Laundering 
Legislation”), which are intended to inhibit the 
activities of terrorists and other criminals by denying 
them access to technical expertise and sources of 
finance.  If we fail to perform these duties, we ourselves 
risk imprisonment.

Before we can fully accept your instructions, we may 
need to obtain “satisfactory evidence” to confirm 
your identity.  In certain circumstances, we may need 

to obtain evidence confirming the identities of third 
parties, the source of any funds or other property, the 
purpose of any instructions or any other matter. We 
may also need to obtain such evidence after we have 
begun to act on your instructions.

The minimum” satisfactory evidence” we need to see 
is:
• your passport;
• a recent utility bill; and
• your national insurance number.

At some time in the future we may be required to 
introduce more comprehensive identity checks. 
We always assume that our clients are honest and law 
abiding. However, if at any time, there appears to be 
grounds to suspect that your instructions relate to 
“criminal property”, we are obliged to make a report 
to the National Crime Agency (“NCA”), but under the 
“tipping off” regulations we are prohibited from telling 
you that we have done so.

In such circumstances, we must not act on your 
instructions without consent from NCA.  If NCA do not 
refuse consent within 7 working days we may continue 
to act.  If NCA issue a refusal within that time, we 
must not act for a further 31 days from the date of the 
refusal.

“Criminal property” is property in any legal form, 
whether money, real property, i.e. bricks and mortar, 
rights or any benefit derived from criminal activity.  It 
does not matter who carried out the criminal activity 
or how far removed the property is from the original 
crime.  Even if you are honest in your dealings, if your 

property represents a benefit from someone else’s 
crime, we must still make a report.

Any activity is considered “criminal” if it is a crime 
under UK law, no matter how trivial. For example, tax 
evasion even of £5 is a criminal offence but an honest 
mistake is not. Knowingly not charging VAT on your 
sales invoices when you are VAT registered is obviously 
a criminal offence, claiming personal expenses in your 
business accounts which you thought were claimable 
is not. We will assume that all discrepancies are honest 
mistakes unless there is contrary evidence 

Contacting 
your current 
accountants
If you already use a firm of accountants, it is only polite 
that you tell them you are moving to Bambury & Co. 
There is no requirement that you tell them why you 
are changing unless you particularly want to.  Most 
people want to do this on a face-to-face basis but 
there is no reason why you cannot email them instead. 
Accountants invest a lot of time and effort in looking 
after their clients, and so most are very interested to 
find out why a client wants to leave.  It does no harm to 
explain your reasons to them. The important point is to 
tell them that your new accountants will be contacting 
them shortly and would they please give us any 
necessary help and assistance.
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Professional 
clearance letter
It is not in anyone’s best interest that accountants 
fall out when a client moves from one accountant 
to another.  Therefore, over the years the 
professional accountancy bodies have come up 
with a very gentlemanly way to handle this.  The 
wording of the “professional clearance letter” is 
standard and it asks in very polite terms if the “old” 
accountant is aware of any reason that the “new” 
accountant should not take over the client.  On the 
assumption that there are no such reasons, the 
letter goes on to ask for information about your 
accounts, your statutory filings, your tax affairs, 
etc., all of which we need to set up our own files on 
you and your business.

It is very rare that there are any reasons why we 
should not take over from the “old” accountant.  
Nevertheless, the professional clearance letter 
remains a polite necessity.  It is also a very efficient 
way of transferring information about a client from 
one accountant to another.

Occasionally we come across the situation where 
the “old” accountant will not release information 
to the “new” accountant because there are unpaid 
fees.  The “old” accountant has every right to take 
this approach and in doing so he is exercising his 
legal right of a general lien. All we can do in these 

circumstances is to urge that all outstanding fees 
are paid as soon as possible.

Most of the professional accounting bodies say 
that the “old” accountant should not under normal 
circumstances charge the client a fee for providing 
information to the “new” accountant.  If you find 
yourself in this position, then please contact us 
immediately and we will see what we can do to 
move matters on.

Dealing with 
Companies 
House 
If you have a limited company and you wish to 
move the registered office to either our offices here 
in Bicester or our corporate services outpost in 
Great Malvern (and we would always recommend 
that you choose one of these), then once you have 
digitally signed the Letter of Engagement we will 
handle this for you by filing the appropriate form 
with Companies House.
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Dealing with 
HMRC
In the old, pre-digital days, a new client was always 
asked to complete a paper form known as a 64-8. This 
was then posted by the accountant to HMRC and took 
about four weeks to work its way through the various 
departments in HMRC.  

As you might expect, nowadays everything is done 
digitally.  The paper 64-8 is only used in those rare 
cases where we have no record of a client’s tax 
reference. The only downside of doing things digitally 
is whereas the paper 64-8 listed out all the possible 
taxes a client could be subject to and the appropriate 
boxes simply had to be ticked on the one form, with the 
modern system a separate application to be authorised 
by you must be made for each tax that applies to you, 
e.g. personal tax, corporation tax, VAT, PAYE, CIS tax, 
etc.   For each tax we apply to be authorised for you will 
be sent a letter from HMRC with a code for you to pass 
on to us to enter online. Very slightly more work for 
us as your “tax agent”, but a lot quicker as the process 
usually takes no more than two weeks.

Other matters 
At this stage, the onboarding is almost complete.

Depending on the services you are taking from us, we 
might still need to:

• Set up Xero for you and arrange for training;
• Set up ReceiptBank for you and arrange for 

training;
• Change your registered office;
• Set up you and your staff on our payroll system;
• Discuss the impact of auto-enrolment on your 

business if you have not yet passed your staging 
date; and

• Discuss the suitability of a company pension 
scheme if you do not already have one.

Monthly 
newsletter 
The final step on the onboarding process is to set you 
up on our mailing list. We use Mail Chimp to handle our 
mailing list.  You will receive our monthly newsletter 
as well as copies of budget summaries, our occasional 
blogs, etc. By signing the Letter of Engagement, you 
have agreed under GDPR that we can email these 
items to you.  If by any chance you want to opt out 
of receiving mailings (and we sincerely hope you 
would never want to do this as it removes you from an 
important channel of communication with us), each 
mailing has an unsubscribe button.

Referrals 
It might seem odd asking for referrals when you 
have only just become a client of the firm, but this is 
probably the best time to ask you.

As a small firm, Bambury & Co’s main way of growing 
organically is by referrals.  We are always interested 
in hearing from prospective clients.  If you know of 
anyone who would like help or advice with their tax 
or business affairs, please mention us to them.  As you 
know, the first meeting with us is always free of charge.  
If you were so attracted to us that you decided to 
change accountants, then the people you know might 
be attracted in the same way.
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How We Can 
Help You

As we said above, if there is anything in this briefing note 
you do not understand, please call or email us.  We are 

here to help.

CONTACT US
Bambury & Co Chartered Accountants 

Bicester Innovation Centre
Telford Road

Bicester
Oxfordshire 

OX26 4LD
01869 222830

enquiries@bambury.info


