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Introduction

My name is Brian Cohen. | am a chartered accognbased in north London. | have an
accountancy practice.

| qualified as a chartered accountant in 1992, #ithinstitute of Chartered Accountants in
England and Wales (ICAEW). Having worked in pregtior many years, | have carried out
accountancy work for many clients.

This guide to my accountancy practice provideswih detailed information that will help
you to decide whether you want my accountancy forandertake any accountancy work for
you.

Who are my accountancy services aimed at?

My accountancy services are aimed at:
« small service-based businesses; and

* individuals who need to complete annual self-agssesstax returns for themselves, a
partnership, a trust or the estate of a deceasiddnal.

If you have a small service-based business

If you have a small service-based business, youprgpare your books of account for the
business yourself. If your business is registéoed/AT, you may also prepare your VAT
returns yourself. However, if you do decide topame your books of account and VAT
returns yourself, this can be a risky and costligien. Here are some of the potential
complications and risks of preparing your books@fount and VAT returns yourself:

* You may find that preparing your books of accourd &AT returns is too complicated or
time-consuming for youwhich may be stressful for you.

* You may find it difficult to keep track of balancdse from or to customers or suppliers,
which may result in overdue amounts.

e You may make errors or omissions in your bookscebant or VAT returns that result in
you overpaying HM Revenue & Customs (HMRC), or HMR@lerpaying you.

e You may make errors or omissions in your bookscebant or VAT returns that result in
you underpaying HMRC, or HMRC overpaying you, whinhy result in HMRC
charging you interest and penalties.

» If your accountancy firm needs to spend substaati@unts of time cleaning up messes
in your books, they may well charge you substamées for doing so.

* You may not keep up with the changes in the VATslagion that affect your business.
* You can be liable to substantial penalties for ntompliance with the VAT legislation.

By hiring me to prepare your books of account add Veturns, you can avoid these
problems and enjoy these benefits:
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You can spend the time that you would have spenking on your books of account and
VAT returns doing other types of work — such askwalating to providing your
business’s services, improving your business’sisesy managing your business or
marketing your business.

You can get accurate and reliable books of accandtVAT returns prepared for you.

You can get peace of mind knowing that your bodkscoount and VAT returns are
prepared by a qualified and experienced accountant.

If you need to complete annual self-assessment tax returns

If you need to complete annual self-assessmenttarns, you may prepare and file the tax
returns yourself. However, if you do decide togame and file the tax returns yourself, this
can be a risky and costly decision. Here are soittee potential complications and risks of
preparing and filing your tax returns yourself:

You may find that preparing your tax returns is ¢oonplicated or time-consuming for
you.

You may make errors or omissions in your tax retuhat result in you overpaying HM
Revenue & Customs (HMRC), or HMRC underpaying you.

You may make errors or omissions in your tax retuhat result in you underpaying
HMRC, or HMRC overpaying you, which may result iMRC charging you interest and
penalties.

The tax legislation on which the annual self-agsesd tax return forms and the self-
assessment tax system are based is complex andrergging.

HMRC revises its self-assessment tax return foguglance notes and helpsheets every
year.

You may not keep up with the changes in the taislagon, HMRC's self-assessment
documents and the self-assessment system that ydieor your business.

You can be liable to substantial penalties if youndt comply with your legal obligations
under the self-assessment tax system.

By hiring me to prepare and file your annual ssessment tax returns, you can avoid these
problems and enjoy these benefits:

You can spend the time that you would have spenking on your tax returns doing
other things.

You can get accurate and reliable tax returns peepi@r you.

You can get peace of mind knowing that your taxmet are prepared by a qualified and
experienced accountant, who can help you to comqjttyyour legal obligations under the
self-assessment tax system.

You may be able to claim certain tax reliefs that yvere not aware of.
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What arethe main types of accountancy work that | undertake?

The main types of accountancy work that | undertaiee
» bookkeeping (preparation of books of account);

e preparation of VAT returns;

e preparation of annual accounts*; and

e preparation of self-assessment tax returns.

* | can prepare annual accounts for individuals and partnerships. | do not prepare final
annual accounts (or tax returns) for limited companies or limited liability partnerships
(LLPs). However, | can prepare draft annual accounts for a company or LLP, ready for
finalisation by another accountancy firm.

These four types of accountancy work — bookkeepitdgl, returns, annual accounts, and
self-assessment tax returns — are discussed inndipyes 1 to 4.

Please note that | will normally only agree to @nepyour VAT returns and/or annual
accounts if you agree to let me do your bookkeepfngu are not willing to let me do your
bookkeeping, then | will not normally be willing pmepare your VAT returns and/or annual
accounts. This is because | can prepare your \GAdrms and/or annual accounts more easily
and quickly — maybe much more easily and quickifyl-o your bookkeeping myself than |
would if you or a third party did your bookkeeping.

| do not undertake payroll work, or similar workrglation to payments by contractors to
subcontractors under the Construction Industry @eh€C1S). Instead, | refer clients who
require a payroll or CIS service to a payroll firfihis is discussed in Appendix 5.

Wherewould | carry out my accountancy work?

Depending on the type of work to be carried out #aedcircumstances, | may choose to carry
out my accountancy work either on your premisesfioyour premises.

If I choose to carry out my accountancy work oftigypremises:

» | will collect the books and records that | requn@m you, or you can send them to me by
post.

e | will return your books and records to you — yoill mot need to collect them from me.
» | will accept digital copies of any books or recgyrdia the internet.

High-quality accountancy services at reasonable prices
| provide high-quality accountancy services at o@able prices.

| do this by:

* providing a personal service;
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» providing a professional service;
» providing a visiting service;
» providing efficient accountancy services; and

» charging reasonable fees for my accountancy sexvice

These five principal selling points — a personalise, a professional service, a visiting
service, efficient accountancy services, and reatslerfees — are discussed in the next five
sections below.

A personal service
| provide a personal service.

| am a sole practitioner. This means that | ansthle proprietor of my accountancy firm.
Furthermore, | am a very hands-on accountant. riad@mploy staff or use subcontractors to
carry out accountancy work for my practice: | casty all of my firm’s accountancy work
myself. | therefore provide a truly personal seevio my clients.

By providing you with a personal service throughtig year, year after year, | would enable
us to build a strong mutual relationship.

A professional service
| provide a professional service.

| carry out my work in a very professional mannkeam very thorough and my work is of a
very high standard. | pride myself on my professiapproach, my attention to detail and
the quality of my work.

If | prepare your books of account, VAT returnsnaal accounts or tax returns, | will carry
out various procedures to check whether the ddtaalsl have recorded in your books of
account, VAT returns, annual accounts or tax retane correct. If | find that the details need
to be corrected, | will correct them as necessary.

| carry out my work using computers and high-gyatbmputer software. This helps me to
provide professional and efficient accountancyises:

By providing you with a professional service, | idgive you peace of mind that your
affairs are being dealt with professionally.

A visiting service

| provide a visiting service.
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I may visit your premises in order to:

e carry out my accountancy work on your premises;

e collect the books and records that | require fram;y

* return your books and records to you; or

* attend meetings with you.

By providing you with a visiting service, | wouldvg you convenience. You would not need
to visit me — | would visit you at your conveniencés a result, you would save time and
effort. This could be particularly beneficial iby have busy schedules or difficulty
travelling. You could also save money, by not micig travel costs in order to visit me. |
would only charge you for the daily travel costatthincur in order to visit you if and to the

extent that they exceed Transport for London’sydadly-as-you-go cap for Tube and rail
journeys within Zones 1-4.

The provision of a visiting service would be subjecavailability. The availability of a
visiting service would depend on the location ofiypremises, and could be affected by other
factors, such as public transport disruptions.

I am willing to offer a visiting service in the folving postcode districts:

* N1, N2, N3, N6, N10, N11, N12, N13, N14, N20 andlN2

« NW1, NW3, W1, WC1, WC2, EC1, EC2 and ECS3.

e EN4 and ENS.

* Any other postcode districts where | am willinga@vide a visiting service.

Please note that, in some cases, | may not bengyili provide a visiting service in the whole
of a postcode district in which | offer a visitisgrvice.

Efficient accountancy services
| provide efficient accountancy services.

Efficient accountancy services are good for myntébecause their accountancy work will be
done within a reasonable timescale. Efficient aotancy services are therefore good for me,
too, because | will earn my fees within a reasonéibiescale.

| provide efficient accountancy services by, foaewple:

e specialising in providing accountancy servicesnal service-based businessesl
individuals who need to complete annual self-assesstax returns;

» specialising in undertaking just a few types ofaastancy work;
» doing a client’s bookkeeping myself; and

e carrying out my work using computers and high-gyalomputer software.
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Doing a client’s bookkeeping myself helps me tgoare the client's VAT returns and/or
annual accounts efficiently, because | can prepaeent’s VAT returns and/or annual
accounts more easily and quickly — maybe much reasdy and quickly — if | do their
bookkeeping myself than | would if the client oth&rd party did their bookkeeping.

Reasonable fees
| charge reasonable fees for my accountancy setvice

| want my fees to be both reasonable for my clianis$ reasonable for me. Therefore, | do
not want my fees to be either too high or too Idiuny fees are too high, they will not be
competitive, and therefore | will lose too manyealis and prospective clients to my
competitors. If my fees are too low, they willsiicantly undervalue my accountancy
services, and therefore | will earn significantg$ than my accountancy services are worth.

If you are looking for high-quality accountancy\sees at reasonable prices, then my
accountancy firm could be right for you. Howevéwou are just looking for cheap
accountancy services, then my accountancy firm evaaot be right for you, and therefore you
should choose another bookkeeper or accountamyiristead.

How would | calculate my fees?

In order to charge reasonable fees for my accouptservices, | calculate my fees on
reasonable fee bases and using reasonable fee rates

Bookkeepers and accountancy firms most commonbutak their fees on the basis of the
time spent on a client’s affairs, using hourly fates. However, | normally calculate my fees
on various other bases, using non-time-based fes.ra

My fees for the main types of accountancy work thatdertake would be calculated on the
following bases, using the applicable fee rates:

* My fee for standard bookkeeping work carried outrdpa given period would be
calculated partly on the basis of the number obanting transactions recorded in your
books of account during that period, and partlytenbasis of the number of debit and
credit entries recorded in your books of accouminguthat period.

* My fee for preparing a VAT return would be calceldin the basis of the number of
pages in the supporting VAT return schedules tipaépare using the accounting software
that was used to prepare your books of accournth®return period, and on the basis of
the number of pages in any other supporting VATimreschedules that | may prepare.

* My fee for preparing a set of annual accounts foaecounting period would be
calculated on the basis of the number of debitaadit entries recorded in your books
and accounts for that accounting period (includiebit and credit entries in respect of
accounting adjustments that | make during the @afpreparing the accounts), subject
to my minimum fee for preparing a set of annuabacds.
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* My fee for preparing a self-assessment tax retwulavbe calculated partly on the basis
of the number of pages in the tax return, and yarilthe basis of the number of pages in
the supporting tax return schedules.

My current standard fee rates for these four tygescountancy work are included in
Appendices 1 to 4. My current standard minimumféegreparing a set of annual accounts
is included in Appendix 3.

By calculating my fees for the main types of acdanny work that | undertake on the above
bases, | would enable you to verify my fee calcatet for those types of accountancy work.
You should be able to verify the number of accauptransactions, debit entries, credit
entries or pages that are included in a fee caloal®dy counting the relevant items on a
computer screen or in a paper document. By cdnifg®ur accountancy fees are calculated
on a time basis, it will generally be impracticalimpossible for you to verify calculations of
those accountancy fees, because it will generallyrpractical or impossible for you to
verify the amounts of chargeable time that areuided in the fee calculations.

Although | do not calculate my fees for the maipey of accountancy work that | undertake
on a time basis, | may calculate my fees for otyyees of accountancy work that | undertake
on a time basis. | will calculate my fees for atigalar type of accountancy work on a time
basis, using hourly fee rates, if | have not yedrbable to come up with any non-time-based
fee rates for that type of accountancy work thar confidently rely on to calculate fees that
will be both reasonable for my clients and reastsédy me.

Premium fees and additional fees

I normally calculate my fees using my standardrées, subject to any standard minimum
fee that | may have for a particular type of wokHkowever, | reserve the right to charge you
the following in circumstances where | considett thes reasonable to do so for any specific
work:

e apremium minimum fee instead of my standard mimmiee; or
« premium fee rates instead of my standard fee rates;
* one or more fee rates in addition to my standagdd¢es; or

» premium fee rates instead of my standard fee ratespne or more fee rates in addition
to the premium fee rates.

An example of circumstances where | consider thatreasonable to charge you a premium
minimum fee or premium fee rates would be if | needive your work urgent priority over
other clients’ work in order to meet an officialadine or your own timescale for delivery of
your work. If I need to work on your affairs outeimy normal working hours, in order to
meet the required deadline or timescale, then lldvoonsider that to be another reason to
charge you extra. By giving your work urgent pityoover other clients’ work and, if
applicable, working on your affairs outside my natworking hours, | would deliver your
work earlier than | would otherwise deliver it, aeérefore give you extra value. | would
consider it reasonable to charge you extra forglem Many other accountancy firms would
also charge you extra in these circumstances,raather circumstances where they consider
it reasonable to charge you extra.
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An example of circumstances where | consider thatreasonable to charge you one or more
fee rates in addition to my standard or premiunr&tes would be if | record and review any
non-standard details in respect of the accountergsactions that | record and review in your
books of account. Non-standard transaction deiailkis context, are defined in Appendix

1, in the section headed ‘Fees for additional work’

Do | charge VAT on my fees?

I do not charge VAT on my fees. This is becauam Inot registered for VAT. | am not
required by law to register for VAT, and | have negistered for VAT voluntarily.

In the long term, | intend to keep my taxable twerdbelow the VAT registration threshold,
which generally increases each year in line witlation, so that | will still not be liable to
register for VAT, and | do not intend to voluntgmkegister for VAT. As long as | do not
register for VAT, | will not charge VAT on my feed.his would enable you to avoid paying
VAT on my fees or a competitor’s fees, and avoig m@ed for you to reclaim such VAT via
your VAT returns (if you would be able to reclainrAV on your accountancy fees).

If you want to ask me any questions befor e you decide whether you want my
accountancy firm to undertake any accountancy work for you

If you want to ask me any questions before youdiewsihether you want my accountancy

firm to undertake any accountancy work for youagke submit your questions in writing to
the email address or mailing address given in ¢sian below headed ‘Contact details’. |

will then reply to you in due course.

If you want meto consider undertaking any accountancy work for you
If you want me to consider undertaking any accauryavork for you, please fill in my

‘Enquiry form to gather information from a prospeetclient’ and send your completed form
to me. | will then contact you in due course.

Contact details

If you wish to contact me, my contact details asdadiows:

Email address: briancohen.accountant@gmail.com
Mailing address: Brian Cohen

483 Green Lanes

London

N13 4BS

Telephone number: 020 8447 9400
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Appendices

The subsequent pages in this document contairotlosving appendices:
Appendix 1. Bookkeeping

Appendix 2: Preparation of VAT returns

Appendix 3: Preparation of annual accounts

Appendix 4: Preparation of self-assessment taxnstand additional tax work
Appendix 5:  Payroll and CIS work

Appendix 6: Working together with another accoungafirm

Appendix 7:  Administrative details
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Appendix 1: Bookkeeping

| can prepare your books of account from the recandde available to me and the
information and explanations given to me.

You should organise and keep your records in aarbyrdashion, and prepare your books of
account properly. Your books of account and tleends from which they are prepared will
be used in preparing annual accounts and tax seturhey may also be used for other
purposes, such as:

* Preparing VAT returns, if your business is registieior VAT.
* Preparing management accounts, if you require them.

» Dealing with queries about accounting transactibatances due from or to debtors or
creditors, and balances included in annual accotaxseturns, VAT returns or
management accounts. Such queries may be raisgalibypusiness’s owners, customers,
suppliers or employees, HM Revenue & Customs agrsth

Many accountancy firms would distance themselves fthe details of your daily
transactions and focus instead on the big pictun&kwThey would help you to structure your
bookkeeping work and then leave you or your boogke&o do the bookkeeping work. In
contrast to this hands-off approach to your boogkeg | would have a very hands-on
approach to your bookkeeping. | personally wowdd/dur bookkeeping for you. By doing
your bookkeeping myself on a regular basis througkite year, | would be able to spot
problems as they arise and deal with them promptly.

If you want me to prepare your books of accountillichoose the accounting software that |
will use to prepare your books. If | take over ybookkeeping from you or a third party,
then, depending on the circumstances, | might ieng/ito complete your books of account
for the remainder of an accounting period usingryaxisting accounting software,
spreadsheets or handwritten books of account. Memvéwill then use my own choice of
accounting software to prepare your books for syiset accounting periods. By using my
own choice of accounting software to prepare yaakis of account, | will be able to perform
my bookkeeping work (and any other accountancy viroikhich | will use your books of
account) more easily and quickly, and might be &bleroduce better-quality books of
account.

If | prepare your books of account, | will carrytaarious procedures to check whether the
details that | have recorded in your books of aotawe correct. If | find that the details need
to be corrected, | will correct them as necessary.

Feesfor standard bookkeeping work

My fee for standard bookkeeping work carried ouirdya given period would be based on
the number of accounting transactions recordedur fpooks of account during that period,
the number of debit and credit entries recordegbur books of account during that period,

and the applicable fee rates. Each accountingdiion recorded in your books of account
requires at least one debit entry and at leastogdit entry in the books of account.
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Appendix 1: Bookkeeping

My current standard fee rates for standard bookkegepork carried out during a given
period are £0.64 for each accounting transactioorded in your books of account during
that period, and £0.32 for each debit or credityerdgcorded in your books of account during
that period.

For example, suppose that 100 accounting transecéie recorded in your books of account
during a given period, and that 300 debit and trealiries are recorded in your books of
account during that period. My fee for standardki@eping work carried out during that
period, using my current standard fee rates fordsted bookkeeping work, would be
calculated as follows:

£
100 accounting transactions @ £0.64 per transactio 64.00
Plus: 300 debit and credit entries @ £0.32 pertaglaredit entry 96.00
160.00

My fees for standard bookkeeping work would covwer following tasks:

* Recording details of your accounting transactiongaur books of account. The standard
types of accounting transactions include bank @reim@ns, credit card transactions, cash
transactions, sales invoices, sales credit noteshpse invoices, purchase credit notes,
payroll report transactions and accounting adjustme

* Reconciling, on a periodic basis, the bank balareesrded in your books of account
with the bank balances recorded on your bank s&tesn This process is called bank
reconciliation.

Bank reconciliation is used to detect bookkeepimgre in respect of bank transactions,
such as bank transactions that have been omittedyour books, recorded in your books
in the wrong period, recorded in your books inwheng bank account, incorrectly
included more than once in your books, or underdtat overstated in your books. Bank
reconciliation is also used to identify any chetramsactions, or other bank transactions,
recorded in your books that may need to be revarsgour books because they have not
appeared as cleared transactions on your bankns&ats. If it is reasonable to assume
that such a transaction will never appear as aadeansaction on your bank statements,
then it will be reasonable to reverse the transadti your books. Bank reconciliation

can also detect bank erroBank errors are errors or omissions on your baaiestents.

» Reconciling, on a periodic basis, any credit cathices recorded in your books of
account with the credit card balances recordedoom gredit card statements. This
process is called credit card reconciliation ansingslar to bank reconciliation.

* Checking transaction details recorded on your sotgcords against the transaction
details recorded in your books of account.

« Carrying out, on a periodic basis, an account-lmeant review of the transaction details
recorded in your books of account.

e Correcting any errors found in the transaction itietacorded in your books of account.

* Amending as appropriate the narrative transactesail$ recorded in your books of
account.
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Appendix 1: Bookkeeping

« Creating backup copies of your books of account oegular basis.
* Any other tasks that | decide will be covered byfess for standard bookkeeping work.

Feesfor additional work

In addition to charging you fees for standard ba&kng work, | would charge you fees for
any additional work that | may do for you. Theseld include fees in relation to, for
example:

» Carrying out a preliminary review of your existibgoks and records. This preliminary
review of your existing books and records is disedsin the next section below.

« Sorting any disorderly records that | may receneef you, such as a bag or box of
unsorted records.

» Installing accounting software on your computer asthg the accounting software to
create a new data file for your books of account.

* Recording and reviewing any non-standard detaitespect of the accounting
transactions that | record and review in your bamkaccount. Non-standard transaction
details, in this context, are types of transactietails that | do not generally need to
record and review when | prepare books of accoaoailise such types of transaction
details are generally not applicable to the acdagrtansactions that | record and review
when | prepare books of account. These includaildeif any conversions of non-sterling
transaction amounts into sterling amounts, andiagy that assign specific transaction
amounts to specific projects, departments, offiseeps, properties, etc.

* Preparing your sales invoices and sales credisndtgou want me to do so.
* Preparing your VAT returns. Preparation of VATuress is discussed in Appendix 2.

* Preparing your annual accounts. Preparation ai@raccounts is discussed in Appendix
3.

Preliminary review of your existing books and records

If | take over your bookkeeping from you or a thgalty, then | will carry out a preliminary
review of your existing books and records for tkeqd since the end of the most recent
accounting period for which your annual accountgehaeen prepared and finalised. You
should organise and keep your records for the genmler review in an orderly fashion, and
prepare your books of account for the period umegew properly.

My preliminary review of your existing books anatoeds would include the following work:

» Checking the balances included in the finaliseduahaccounts for the most recent
accounting period for which your annual accountgehzeen finalised against the balances
recorded in your books of account as at the ertlaifaccounting period, and checking
any accounting adjustments recorded in your bobks@unt in respect of the opening
balances as at the beginning of the next accoupgnigd.
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Appendix 1: Bookkeeping

* Reconciling, for the period under review, the baakances recorded in your books of
account with the bank balances recorded on youk batements. If any bank
reconciliation documents for the period under remreere provided to me, then | would
review those documents.

» Reconciling, for the period under review, any credrd balances recorded in your books
of account with the credit card balances recordegour credit card statements. If any
credit card reconciliation documents for the petioder review were provided to me,
then | would review those documents.

* Checking transaction details recorded on your sotgcords for the period under review
against the transaction details recorded in yookbof account for the period under
review.

e Carrying out, for the period under review, an acttduay-account review of the transaction
details recorded in your books of account.

« Correcting any errors found in the transaction itietacorded in your books of account
for the period under review.

* Amending as appropriate the narrative transacteiail$ recorded in your books of
account for the period under review.

« Creating a backup copy of your books of accountHerperiod under review.

My fee for carrying out a preliminary review of yoexisting books and records would be
based on the number of accounting transactionsdedan your books of account for the
period under review, the number of debit and credities recorded in your books of account
for the period under review, and the applicablerégdes. Each accounting transaction
recorded in your books of account requires at leastdebit entry and at least one credit entry
in the books of account. The numbers of accountengsactions, debit entries and credit
entries recorded in your books of account for theqal under review would include any
recorded during the course of the review.

My current standard fee rates for carrying outeiprinary review of your existing books and
records are £0.64 for each accounting transacticorded in your books of account for the
period under review, and £0.32 for each debit editrentry recorded in your books of
account for the period under review.

If | review any non-standard details in respedhef accounting transactions that are recorded
in your books of account for the period under reyithen | will charge you extra for doing

so. Non-standard transaction details, in thisextntare as defined in the preceding section
headed ‘Fees for additional work’.
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Appendix 2: Preparation of VAT returns

| can prepare VAT returns from your books of acdpyaur other accounting records, and
the additional information and explanations giveme, and submit the VAT returns to HM
Revenue & Customs (HMRC).

If I prepare your VAT return, | will do the followD:

* | will prepare detailed schedules to support theams entered in the VAT return.

These schedules to the VAT return will show hovetided the amounts entered in the
VAT return, unless there are any discrepancies é&tvthe amounts recorded in the
schedules and the amounts entered in the VAT ret8ubject to any such discrepancies,
the schedules and your books of account will preadwo-way audit trail between your
VAT return and your source records (i.e. the resdrdm which your books of account
and your VAT return were prepared). The audil fram your VAT return to your

source records should enable data entered in yAdrréturn to be traced back from your
VAT return, via the schedules and your books obaat, to your source records. The
audit trail from your source records to your VATum should enable data which is
included in your source records, and which shoelihbluded in your VAT return, to be
traced forward from your source records, via yoawks of account and the schedules, to
your VAT return. By checking this two-way audiaily I, you, HMRC or anybody else
can check for possible errors and omissions INV#E return.

« | will carry out various procedures to check whetthe details that | have recorded in the
schedules to the VAT return and the details thetve recorded in the VAT return are
correct. If I find that the details need to bereoted, | will correct them as necessary.

» | will give you copies of the VAT return and thepgorting VAT return schedules, and
ask you to review them. After you have approveddata to be included in the VAT
return, | will submit it online to HMRC.

Feesfor preparing and filing VAT returns

My fee for preparing and filing a VAT return woub& based on the number of pages in the
supporting VAT return schedules that | prepare gisie accounting software that was used
to prepare your books of account for the returmogethe number of pages in any other
supporting VAT return schedules that | may prepang, the applicable fee rates.

My current standard fee rates for preparing amadgfia VAT return are £24.00 for each page
in the supporting VAT return schedules that | prepssing the accounting software that was
used to prepare your books of account for the mgteriod, and £48.00 for each page in any
other supporting VAT return schedules that | magpgre.

For the purpose of counting the number of pagdisarsupporting VAT return schedules, |
would count each page in the supporting VAT retainedules on the following basis:
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If | rulethat the text on the page (excluding any text in afooter) | | would count the
extends page as

One-quarter of a

Not more than a quarter of the way down from theedbthe page page

More than a quarter but not more than half of tlag down from

the top of the page One-half of a page

More than half but not more than three-quarterthefway down Three-quarters of a
from the top of the page page

More than three-quarters of the way down from tpedf the page | One page
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| can prepare annual accounts as follows:

| can prepare annual accounts for individuals arthprships. These will normally be
final annual accounts, including an accountang®re However, if the final annual
accounts will be prepared by another accountamoy, fican prepare draft annual
accounts and the other accountancy firm can tmatise them.*

| do not prepare final annual accounts (or taxrrefufor limited companies or limited
liability partnerships (LLPs). However, | can paep draft annual accounts for a company
or LLP, ready for finalisation by another accoumtafirm.*

| only prepare annual financial accounts: | doprepare periodic management accounts
(e.g. monthly or quarterly management accountgwever, if you require management
accounts, | can prepare your books of account anthar accountancy firm can then use
them to prepare your management accounts.*

| discuss working together with another accountancy firmin Appendix 6.

prepare your annual accounts, | will do thédwing:

| will prepare your annual accounts from your bookaccount, your other accounting
records, and the additional information and exgiana given to me.

| will prepare detailed schedules to support tHarzes included in the annual accounts.

These accounting schedules will show, in detaiktwthe balances included in the annual
accounts relate to. Subject to any discrepan@asden the amounts recorded in the
schedules and the balances included in the annoaliats, the schedules and your books
of account will provide a two-way audit trail bet@eyour annual accounts and your
source records (i.e. the records from which yowkisaf account and your annual
accounts were prepared). The audit trail from yaurual accounts to your source records
should enable balances included in your annualuatedo be traced back from your
annual accounts, via the schedules and your bdakscount, to your source records.

The audit trail from your source records to younwad accounts should enable data which
is included in your source records, and which sihéel included in your annual accounts,
to be traced forward from your source recordsyeiar books of account and the
schedules, to your annual accounts. By checkiisgwo-way audit trail, I, you, HM
Revenue & Customs (HMRC) or anybody else can chaciossible errors and

omissions in the annual accounts.

| will carry out various procedures to check whetthe details that | have recorded in the
accounting schedules and the details that | hasarded in the annual accounts are
correct. If I find that the details need to bereoted, | will correct them as necessary.

Feesfor preparing annual accounts

I have a minimum fee for preparing a set of anmgabunts. My current standard minimum
fee for preparing a set of annual accounts is £#40.

Subject to my minimum fee, my fee for preparinggbaf annual accounts for an accounting
period would be based on the number of debit aeditcentries recorded in your books and
accounts for that accounting period (including tlabid credit entries in respect of accounting
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adjustments that | make during the course of pregdhe accounts), and the applicable fee
rate.

My current standard fee rate for preparing a seinoiual accounts for an accounting period is
£0.96 per debit or credit entry recorded in yousksand accounts for that accounting period
(including debit and credit entries in respect@faunting adjustments that | make during the
course of preparing the accounts).

My fee rate and minimum fee for preparing a sedrofual accounts would be the same
irrespective of whether | prepare final annual acts or draft annual accounts that will be
finalised by another accountancy firm.

Premium fees and additional fees

I normally calculate my fee for preparing a seapnhual accounts using my standard
minimum fee and standard fee rate for preparingt @fsannual accounts. However, | reserve
the right to charge you the following in circumstas where | consider that it is reasonable to
do so:

e apremium minimum fee instead of my standard mimmiee; or
e apremium fee rate instead of my standard fee oate;
e one or more fee rates in addition to my standaeddée; or

e apremium fee rate instead of my standard fee aaig one or more fee rates in addition to
the premium fee rate.

An example of circumstances where | consider thatreasonable to charge you a premium
minimum fee or a premium fee rate would be if Ichéz give the preparation of your annual
accounts urgent priority over other clients’ wonkorder to meet an official deadline or your
own timescale for delivery of your annual accourifd.need to work on your accounts
outside my normal working hours, in order to méetrequired deadline or timescale, then |
would consider that to be another reason to chgsgeextra. By giving your work urgent
priority over other clients’ work and, if applicahlworking on your accounts outside my
normal working hours, |1 would deliver your accouesslier than | would otherwise deliver
them, and therefore give you extra value. | waddsider it reasonable to charge you extra
for doing so. Many other accountancy firms woukbacharge you extra in these
circumstances, and in other circumstances wheyeciesider it reasonable to charge you
extra.

An example of circumstances where | consider thatreasonable to charge you one or more
fee rates in addition to my standard or premiunrée would be if | review any non-
standard details in respect of the debit and cesdiies recorded in your books of account.
Non-standard transaction details, in this contapd,types of transaction details that | do not
generally need to review when | prepare annualwagsdecause such types of transaction
details are generally not applicable to the detuit eredit entries that | review when | prepare
annual accounts. These include details of anyasions of non-sterling transaction
amounts into sterling amounts, and any tags tisgmaspecific transaction amounts to
specific projects, departments, offices, shopsyenties, etc.
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| can prepare your annual self-assessment taxgefrom the information and explanations
that you provide to me, submit the tax returns kb Revenue & Customs (HMRC), and help
you to comply with your legal obligations under gef-assessment tax system.

| can prepare self-assessment tax returns foricheiNs, partnerships, trusts or estates of
deceased individuals. | do not prepare tax rettmnsompanies or limited liability
partnerships (LLPS).

If | prepare your tax return, | will do the follong:
» | will prepare detailed schedules to support theams entered in the tax return.

These schedules to the tax return will show, iailathat the amounts entered in the tax
return relate to and how | calculated them, unileege are any discrepancies between the
amounts recorded in the schedules and the amoni@tied in the tax return. Subject to
any such discrepancies, the schedules will proaitieo-way audit trail between your tax
return and your source records (i.e. the recoms fivhich your tax return was prepared).
The audit trail from your tax return to your soureeords should enable data entered in
your tax return to be traced back from your taxmetvia the schedules, to your source
records. The audit trail from your source recdadgour tax return should enable data
which is included in your source records, and whilcbuld be included in your tax return,
to be traced forward from your source recordstheaschedules, to your tax return. By
checking this two-way audit trail, I, you, HMRC anybody else can check for possible
errors and omissions in the tax return.

« | will carry out various procedures to check whetthe details that | have recorded in the
schedules to the tax return and the details thavé recorded in the tax return are correct.
If | find that the details need to be correctedjll correct them as necessary.

« | will give you copies of the tax return and theparting tax return schedules, and ask
you to review them. After obtaining your approvauill submit the tax return to HMRC.

Preparation of books of account and annual accounts

If you carried on a business (including a propeetytal business), | can prepare your books of
account for the business. If required, | can prepaset ofnnual accounts from your books

of account, your other accounting records, andtttbtional information and explanations
given to me. | can then record the accountingrzaa included in the annual accounts and/or
books of account in the relevant boxes in yourasffessment tax return.

Preparation of books of account is discussed inefdgjx 1. Preparation of annual accounts is
discussed in Appendix 3.

Feesfor preparing books of account and annual accounts for your business

In addition to charging you fees for preparing &ihdg your self-assessment tax returns, |
would charge you fees for preparing books of actand annual accounts for your business,
for use in preparing your self-assessment taxmetur
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My fees for bookkeeping (preparation of books afcamt) are discussed in Appendix 1. My
fees for preparing annual accounts are discussAdpendix 3.

Feesfor preparing accounting adjustmentsif | do not prepare annual accountsfor your
business

If I do not prepare a set of annual accounts far yausiness, | will do the following:

| will prepare accounting adjustments, where appatg, during the course of calculating
accounting balances for the relevant boxes in gelirassessment tax return.

Examples of accounting adjustments that | may peeg@aring the course of calculating
accounting balances for the relevant boxes in y@ureturn are accounting adjustments
in respect of depreciation, stock, work in progresses ledger balances (including
adjustments in respect of bad and doubtful depts}hase ledger balances, prepayments
or accruals. Preparing accounting adjustmentgréehey are recorded in your books of
account, would involve identifying, calculating,aonenting, reviewing and checking the
accounting adjustments.

If I use the cash basis of accounting, rather thartraditional accounting basis (the
accruals basis), to calculate accounting balararethé relevant boxes in your tax return,
then there would be no need to account for debtoeslitors, stock and work in progress
as at the end of each cash basis accounting pdfigdu are switching from the cash
basis to the accruals basis, then accounting aagms would be required, as at the
beginning of your first accruals basis accountiegqal, in respect of your business’s
assets, liabilities and capital as at the end af Yast cash basis accounting period.

| will prepare detailed schedules to support argpanting adjustments that | prepare
during the course of calculating accounting balarfioethe relevant boxes in your tax
return.

These accounting schedules will show, in detailatwhe accounting adjustments relate to
and how | calculated them. By reviewing and chegkhese accounting schedules, I,
you, HMRC or anybody else can review and checlatttdunting adjustments.

| will charge you accounting fees for preparingaetting adjustments during the course
of calculating accounting balances for the relevmes in your tax return.

My fee for preparing a set of accounting adjustraénit an accounting period would be based

on the number of pages in the supporting accousthgdules, and the applicable fee rate.

My current standard fee rate for preparing a seicabunting adjustments for an accounting
period is £24.00 for each page in the supportimgaating schedules.

For the purpose of counting the number of pagdisdrsupporting accounting schedules, |
would count each page in the supporting accourstthgdules on the basis set out in the table
in the next section below.
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Feesfor preparing and filing self-assessment tax returns

My fee for preparing and filing a self-assessmantreturn would be based on the number of
pages in the tax return, the number of pages isupeorting tax return schedules, and the
applicable fee rates.

My current standard fee rates for preparing amadgfia tax return for an individual or a
partnership are £24.00 for each page in the taxmeand £48.00 for each page in the
supporting tax return schedules.

My current standard fee rates for preparing amagfi& tax return for a trust or an estate are
£36.00 for each page in the tax return, and £7f208ach page in the supporting tax return
schedules.

For the purpose of counting the number of pagestax return, | would include or exclude
each page in the tax return on the following basis:

« | would include the page if | entered anything be page (excluding the name and tax
reference in the boxes at the top of the first pageset of supplementary pages).

* | would exclude the page if | did not enter anython the page (except for the name and
tax reference in the boxes at the top of the fiegfe in a set of supplementary pages).

For the purpose of counting the number of pagéisarsupporting tax return schedules, |
would count each page in the supporting tax resehedules on the following basis:

If | rulethat the text on the page (excluding any text in afooter) | | would count the
extends page as

One-quarter of a

Not more than a quarter of the way down from theedbthe page page

More than a quarter but not more than half of tlag down from

the top of the page One-half of a page

More than half but not more than three-quarterthefway down Three-quarters of a
from the top of the page page

More than three-quarters of the way down from tpedf the page | One page

Fees for additional tax work

In addition to charging you fees for preparing éildg your self-assessment tax returns, |
would charge you fees for any additional tax wavkttl do for you. These would include
fees in relation to my communications with you &RC regarding any matters not
covered by my fees for preparing and filing youf-assessment tax returns. The fees that |
would charge you for these communications wouldec@ommunications via email, post,
phone, HMRC'’s website, or any other means of comaoation.
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My fees in relation to my communications with yomudaHMRC regarding any matters not
covered by my fees for preparing and filing youf-assessment tax returns would be based
on the number of pages in the letters that | serydtt and HMRC regarding such matters
(including any letters that | send via email), @imel applicable fee rates.

Matters not covered by my fees for preparing aliwgfiyour self-assessment tax returns could
be either routine or non-routine, depending on b&en | communicate with clients and
HMRC about them. In this context, a routine matex type of matter that | communicate
with clients and HMRC about on a routine basis, amin-routine matter is a type of matter
that | do not communicate with clients and HMRC athan a routine basis.

Examples of routine matters are:

* Your self-assessment payments on account in respadiax year.

* Your self-assessment balancing payment or repaymeaspect of a tax year.
* Your self-assessment account with HMRC.

e Your PAYE tax code(s) for a tax yeatr, if applicable

Examples of non-routine matters are:

* An enquiry by HMRC into a tax return.

e The cessation of your business.

* Matters relating to capital gains tax.

* Matters relating to inheritance tax.

My current standard fee rate in relation to my camioations with you and HMRC

regarding routine matters is £24.00 for each padbe letters that | send to you and HMRC
regarding such matters (including any letters tis@&nd via email).

My standard fee rate in relation to my communiag&iwith you and HMRC regarding a non-
routine matter would be calculated by applying dtiplier to my standard fee rate in relation
to my communications with you and HMRC regardingtime matters. For example, using
my current standard fee rate of £24.00 for eacle jpathe letters that |1 send to you and
HMRC regarding routine matters:

My standard feerate for each pagein the
lettersthat | sent to you and HMRC regarding
the non-routine matter would be

If the applicable multiplier for a
non-routine matter is

1 £24.00
15 £36.00
2 £48.00
3 £72.00
4 £96.00
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The applicable multiplier for a non-routine mattesuld be a time-related multiplier. It

would be my estimate of the total time that | sgemiroduce the letters that | sent to you and
HMRC regarding the non-routine matter as a multgdléhe total time that | would spend to
produce the same number of pages in letters tapdiHMRC regarding routine matters.
This estimate would be rounded up to the near@st(@e. the estimate would be divided by
0.25, the result of this division would be roundgxto the nearest integer (whole number),
and the rounded-up result of the division woulchtbe multiplied by 0.25).

For the purpose of counting the number of pageslatter that | send to you or HMRC, |

would count each page in the letter on the basisigan the table in the preceding section
headed ‘Fees for preparing and filing self-asseasta& returns’.
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Payroll work needs to be done correctly and on tsnehat employees and HM Revenue &
Customs can be paid the correct amounts by thelalies. However, payroll work can be
complicated and time-consuming. The taxation andleyment legislation relating to

payroll work is complex and ever-changing. Fumhere, employers can be liable to
substantial penalties for non-compliance with tegslation. For these reasons, it is best for
payroll work to be done by a payroll specialist.

As it is best for payroll work to be carried out @yayroll specialist, | do not undertake
payroll work. Instead, I refer clients who requar@ayroll service to a payroll firm. Many
accountancy firms refer clients who require a pkgervice to a payroll firm or subcontract
their payroll work to a payroll firm, rather thaarcying out the payroll work themselves.

This allows them to leave the payroll work to pdlyeaperts and focus instead on other types
of work. In addition, some employers outsourcertpayroll work to a payroll firm without
their accountancy firm having referred them toghgroll firm or subcontracted the payroll
work to the payroll firm.

In addition to payroll work in relation to paymerig employers to employees under the Pay
As You Earn (PAYE) scheme, many payroll firms unalee similar work in relation to
payments by contractors to subcontractors undeCtmstruction Industry Scheme (CIS).

For the same reasons that it is best for payrotkwm be done by a payroll specialist, it is
best for CIS work to be done by a CIS specialidterefore, | do not undertake CIS work.
Instead, | refer clients who require a CIS sertaca payroll firm that provides a CIS service.
Some payroll firms refer to a CIS service as a ‘Gé$roll service'.

If you require a payroll or CIS service, | can refeu to a payroll firm that provides high-
quality payroll and CIS services at reasonableegtic
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If you will be using another accountancy firm t@pare your business accounts, then | can
work together with your other accountancy firm al$ofwvs:

* If you will be using another accountancy firm t@pare periodic management accounts
(e.g. monthly or quarterly management accountsgnlprepare your books of account
and the other accountancy firm can then use thgmejpare your management accounts.

Preparation of books of account is discussed inefAdjx 1.

» If you will be using another accountancy firm t@pare your annual financial accounts, |
can prepare draft annual accounts and the otheuatancy firm can then finalise them.

| would prepare a draft set of annual accountsttmgevith detailed schedules to support
the balances included in the draft accounts. Thesgd include accounting adjustments
for depreciation, accruals, prepayments, etc. uldigive your other accountancy firm
copies of the draft accounts and supporting sclesdul'he other accountancy firm would
then not need to prepare the final annual accamdssupporting schedules from scratch.
Instead, they would simply need to review the daaftounts and supporting schedules
that | had given them and make any necessary aumss to those schedules and draft
accounts.

Preparation of draft annual accounts is discusségppendix 3.

* | would be available to provide additional infornoat and explanations to the other
accountancy firm, via email, post, phone or in-parsieeting.
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Please note the following administrative details.

My business address
The business address shown in my firm’s letterhi®admailing address only. | use a

company that provides mailing address servicesawynthousands of business and personal
users.

Meetings

| cannot hold meetings with you at my business esklor home address. Therefore, all
meetings between us would be held at your busidiess or home address or, in
exceptional circumstances, at another mutually enr@nt location.

Telephonecalls

Due to my work schedule and other commitments]lloften be unavailable to answer
telephone calls. Therefore, if you call my telepb@mumber, your call may be answered by
an answering machine or a voicemail system, oanstvered at all.

If your call is answered by an answering machina woicemail system, please leave your
name, your telephone number and a message aftmhelf the answering machine or
voicemail system will not allow you to record a rs&ge, please call again later or send me an
email or text message.

If your call is not answered at all, please caliadater or send me an email or text message.

| will reply to voice, text or email messages ttejuire a response in due course.
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