The template, in full
[Firm letterhead]
[Date]
[Client name]
[Client address]
Dear [Client contact],
What this letter does
This letter records the terms on which [Firm name] will act for [Client name]. It takes effect when you return a signed copy, or when we begin the work described below with your agreement, whichever is first.
The work
We will [service, entity, period, deliverable — one plain sentence].
We are not providing [exclusions]. Nothing in this letter obliges us to perform work outside that description, and we will not begin any until it is agreed in writing.
What we need from you
You will provide complete and accurate records by [date], and tell us promptly about anything that changes the picture. We rely on what you give us and do not audit it unless the scope above says we do.
Fees and billing
[Fixed fee of / hourly rate of] [amount] in pounds sterling, invoiced [when], payable within [number] days. Work outside the scope is quoted separately before it starts.
Standards we work to
We perform this engagement in accordance with the ICAEW's engagement letter helpsheets and the ethical requirements of our profession.
Ending it, and your records
Either of us may end this engagement on [number] days' written notice. Fees for work already done remain payable. We return your records on request; our working papers remain ours.
Confidentiality and data
We keep your information confidential except where the law or our professional body requires disclosure, hold it in accordance with the UK GDPR, and retain it for [number] years.
Your agreement
Please return one signed copy.
[Name], [Firm name]
Agreed for [Client name]:

Signature ______________________ Date ____________
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