CASHTRAC LIMITED
STANDARD TERMS AND CONDITIONS 2018
Last Revised: 18 th April 2018

In accordance with the recommendations of our professional body and the wider accountancy
community, this letter confirms the basis on which we provide services to you so as to avoid any
misunderstandings of our respective responsibilities. The detail herein is in addition to (and not instead
of) the specific detail contained within our 2018 Privacy Policy.

NATURE OF SERVICES AGREED (delete as applicable)
•

Book Keeping (charged per transaction)

•

VAT Return - Preparation and Submission

•

Reconciliation of your Business Accounting Records (Book Keeping not included)

•

Annual Accounts Preparation

•

Preparation of Self-Assessment Tax Return

•

Email & Telephone Help and Advice

•

Monthly Financial Payroll Preparation

•

Workplace Pension Financial Reporting

•

Corporation Tax Return

•

Company Annual Return(s)

•

Other: …………………………………………………
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TERMS OF ENGAGEMENT
1.

INTRODUCTION
“We”, “us” and “our” will be used for Cashtrac Limited in all cases throughout.
“You”, “your”, “your company” and “directors” will be used for the client in all cases
throughout.

2. OUR SERVICES TO YOU
•

We will compile your annual accounts based on the accounting records, the
information and explanations given to us by you.

•

We may advise you as to the adequacy of your records for preparation of the annual
accounts and make recommendations for improvements which we consider necessary.

•

We shall not be responsible if, as a result of you not taking our advice, you incur losses or
penalties.

•

We will use reasonable skill and care in the preparation of your accounts but will not be
responsible for errors arising from omissions or incorrect information supplied by you.

•

We will report any variations that we consider may be necessary in accordance with
your instructions and in order to assist you to fulfil your responsibilities.

•

We have a professional duty to compile accounts which conform to generally
accepted accounting principles, where we identify that the accounts do not conform
to accepted accounting principles, or if the accounting policies adopted is not
immediately apparent, this will be made clear in our report, if it is not clear in the
accounts.

•

We are not authorised to impart investment or pensions advice and therefore do not
give investment or pension advice, we shall have no liability whatsoever to you in
connection with investment or pension advisory matter.

3. CLIENT IDENTIFICATION
As with other professional service firms we are required to identify our clients for the
purposes of the anti-money laundering legislation, we may request from you, and retain
such information and documentation we require to satisfy our legal obligations in this area.
We will also make searches of anti-money laundering and/or identification databases
where appropriate.
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The information we retain will be held solely to comply with our legal obligations. In
accordance with the General Data Protection Regulations (GDPR) we will not share or
publish this information for any purpose other than what is required to carry out the terms of
our engagement unless we hold your separate written consent that we may do so unless
ordered to do so by a UK court of law.

4.

CONFIDENTIALITY & PRIVACY
Communications between us are confidential and we shall take all reasonable steps to
keep it that way. The exceptions to this are where we are required to disclose information
by law, by a regulatory body, or by an insurer or external peer review. Unless we are
authorised by you to disclose information on your behalf this undertaking will apply during
and after this engagement.
We may on occasion subcontract work on your affairs to other tax and accounting
professionals. The contractors will be bound by our confidentiality terms.
We reserve the right for the purpose of promotional activity, training or similar business
purpose to mention that you are a client. As stated above we not disclose any confidential
information.

5.

CONFLICT OF INTEREST
We will inform you if we become aware of any conflict of interest in our relationship with you
or in our relationship with you and another client unless we are unable to do so because of
our confidentiality obligations. We have safeguards that can be implemented to protect
the interests of different clients if a conflict arises. Where conflicts are identified which
cannot be managed in a way that protects your interests then we regret that we will be
unable to provide further services. If this arises, we will inform you promptly.
If there is a conflict of interest that is capable of being addressed successfully by the
adoption of suitable safeguards to protect your interests then we will adopt those
safeguards. Where possible this will be done on the basis of your informed consent. We
reserve the right to act for other clients whose interests are not the same as or are adverse
to yours subject of course to the obligations of confidentiality referred to above.
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6. YOUR OBLIGATIONS TO US
You have undertaken to make available to us, as and when required, all the accounting
records and related financial information necessary for the compilation of the accounts.
You will make full disclosure to us of all relevant information. The accounts need to be
approved by you before we are able to issue our report. You are responsible for ensuring
that, to the best of your knowledge and belief, financial information, whether used by the
business or for the accounts, is reliable.
You are also responsible for ensuring that the activities of the business are conducted
honestly and that its assets are safeguarded and for establishing arrangements designed to
deter fraudulent or other dishonest conduct and to detect any that occur.
You are responsible for ensuring that the business complies with the laws and regulations
applicable to its activities, and for establishing arrangements designed to prevent any noncompliance with laws and regulations and to detect any that occur.
You are legally responsible for making correct returns, by the due date and for making tax
payments on time. If you fail to meet any deadlines you may incur automatic penalties,
surcharges and / or interest charges.
To enable us to carry out work on your behalf you agree to:
•

Ensure you provide full information and documentation and that all such material
provides full disclosure of all sources of income, charges, allowances and capital
transactions and that the information you provide to us or that is provided to us on your
behalf is complete, true and accurate, and relevant to you, your company and/or your
respective affairs.

•

Send us all relevant transaction information on a monthly or yearly basis by email or
post, whichever is your preferred method.

•

Upon receipt, forward all copies of Inland Revenue statements of account, PAYE coding
notices, notices of assessment and all other correspondence received from HM Customs
and Revenue and Companies House to enable us to deal with them as necessary and
within the statutory time limits. Ensure that you keep us informed of any change of
address, telephone or email. Failure to do so may result in communications going astray
for which we cannot be held responsible.
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•

Regularly check for communications from us so that you are fully aware of any changes
in the services that are to be implemented.

•

Agree to indemnify us in respect of any losses or damages suffered by us as a result of
any misrepresentations or any dishonesty and/or fraudulent behavior on your part or
that of others providing information to us on your behalf.

•

Respond promptly to requests for information and/or provide authorization within the
deadline suggested. You are legally responsible for completing declarations and returns
to the authorities on time. Failure to respond to requests on time may result in missed
deadlines and financial penalties for which we are not responsible.

7.

FEES PAYABLE
Fees are charged based on the time and level of expertise required, we will invoice you on
either a monthly or annual basis dependant on the type of service you require. Fees are
fixed for the first 12 months of our engagement unless a variation to service is agreed.
Thereafter an annual incremental price review will apply.

Your Monthly Billing Plan
On becoming a client, payment of fees (which are charged on a “subscription” basis) are
due on monthly in advance. The payment method used is Direct Debit and as such all
payments are covered by the Direct Debit Guarantee.

•

Your billing plan will be reviewed on the anniversary of your registration.

•

You will be notified of changes to your billing plan at least 14 days in advance of any
changes taking place

•

Should bookkeeping not have been agreed at the onset, data entry will be charged on
a transaction basis.

•

All monthly fees are fixed and are subject to a minimum initial period of 12 months
thereafter 1 months notice will be required to terminate the service by either party, as
work is carried out on throughout the year, there will be no reductions or refunds for
services not utilised.

•

Additional services may incur additional charges which will be agreed in writing or email
prior to commencement.

•

No refunds are given if you choose to leave us part way through your financial year.

Cashtrac Ltd March 2018

5 of 13

Your Annual Fees
Annual fees are charged on completion of the assignment your invoice will accompany
your financial statements and be must be settled on presentation of your financial reports.
You will be invoiced separately for any additional fees incurred that fall outside your agreed
service levels, such as, HMRC enquiries or other ad hoc assignments, these fees will be
agreed in writing with you in advance where possible. Invoices are to be paid within 14
days of the invoice date or prior to the submission of HMRC returns whichever is the sooner.
Should bookkeeping not have been agreed at the onset, data entry will be charged on a
transactional basis.

Late payments of Fees
In the event you become more than 30 days in arrears, in respect of your fees, we reserve
the right to suspend our service to you which includes access to the secure document area.
•

We will only reactivate our service on payment of all the outstanding fees.

•

We reserve the right to charge you interest and compensation for recovery costs on all
outstanding fees at the rate being applicable under the Late Payment of Commercial
Debts (Interest) Act 1998. Failed Direct Debit payments will incur a penalty fee of £15 per
transaction refused.

•

We reserve to right to hold all records and information until full payment of any arrears is
made.

•

We regret that HMRC returns cannot be filed until fees are settled in full.

•

In the event of non-payment of our fees for services rendered, we may exercise a
particular right of lien over the books and records in our possession and withhold the
documents until such time as payment of our invoice is received in full.

8. TERMINATION OF SERVICE
Either party can terminate the supply of this service at any time providing a full 30 days
written notice is given.Should you choose to terminate the supply of this service there will be
no charge applied for closing down your business or transferring to another agent
In the event of termination we will undertake to provide all records up to the specified date
of termination? We shall only prepare and provide statutory accounts in respect of a
particular financial year if you were a subscription client as at the end of such financial
year.
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9. WARRANTIES AND LIMITATIONS OF LIABILITY
We do not provide audit services, reliance is placed on the clients explanation of
transactions and their value where they are not supported by independent evidence we
cannot warrant the absolute accuracy of any accounts returns, computations or other
documents supplied to the client or third parties on the clients behalf.
We will not be liable for losses, penalties, interest or additional tax liabilities caused by the
acts or omissions of any other person or due to the provision to us of incomplete, misleading
or false information or if they are caused by a failure to act on our advice or a failure to
provide us with relevant information.
We will not be responsible or liable for any loss, damage or expense incurred or sustained if
information material to the service we are providing is withheld or concealed from us or
misrepresented to us. This applies equally to fraudulent acts, misrepresentation or wilful
default on the part of any party to the transaction and their directors, officers, employees,
agents or advisers.
This exclusion shall not apply where such misrepresentation, withholding or concealment is
or should (in carrying out the procedures which we have agreed to perform with
reasonable care and skill) have been evident to us without further enquiry beyond that
which it would have been reasonable for us to have carried out in the circumstances.
All accounts, statements and reports prepared by us are for your exclusive use within your
business or to meet specific statutory responsibilities, they should not be shown to any other
party without our prior consent. No third party shall acquire any rights pursuant to our
agreement to provide professional services.
We are not responsible for any delay or failure in carrying out our services under this
agreement for reasons beyond our reasonable control including but not limited to the acts
or omissions of a third party, your failure to perform your obligations, including the supply of
information, your failure to act on our advice or respond promptly to communications from
us or the tax authorities, government action or any other major event.
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Where you have not identified income or expenditure items, to avoid the HM Revenue &
Customs accusing you of understating your income or expenditure, we will treat the
transaction as unexplained sales or drawings, similarly for your own protection will only claim
input VAT on your behalf if you have obtained a valid VAT invoice from your supplier.
You agree to indemnify us and our agents in respect of any claim (including any claim for
negligence) arising out of any unauthorised disclosure by you or by any person for whom
you are responsible of our advice and opinions, whether in writing or otherwise. This
indemnity will extend to the cost of defending any such claim, including payment at our
usual rates for the time that we spend in defending it.
The entirety of this clause shall survive the termination of this agreement for whatever
reason.
We do not undertake responsibility for and in respect of any matters arising from services
and /or advice or information provided by a previous agent.

10. REASONABLE CARE
HM Revenue & Customs expect you to take reasonable care over your tax affairs and this
requirement continues even if you have an agent acting for you, we therefore accept this
appointment on the basis that you will take reasonable care to ensure that your tax affairs
are properly dealt with and in particular you will;
•

Provide us with all information relevant to your tax affairs when asking us to prepare and
submit a return on your behalf or when seeking advice about a transaction or proposed
transaction.

•

Check any return we provide to you for approval carefully and advise us if you consider
the return to be inaccurate in any way.

Taking care also involves keeping records which are sufficient to ensure that your tax return
is correct, please ask us if you need advice on this.
Failure to take reasonable care could mean that you incur a penalty if there is a mistake on
any return submitted on your behalf and will also extend the number of years HM Revenue
& Customs can back date a review over your records to assess additional potential tax
liabilities
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11. INTERNETS, ELECTRONIC MAIL & SECURITY
Unless you instruct us otherwise we may communicate with you and with third parties via
email or by other electronic means. The recipient is responsible for virus checking emails
and any attachments. Where we use external ‘cloud’ based portals and software we will
ensure the data is protected with the highest industry standard security. You are
responsible for protecting the integrity of your access login & passwords.
With electronic communication there is a risk of non-receipt, delayed receipt, inadvertent
misdirection or interception by third parties. We use virus-scanning software to reduce the
risk of viruses and similar damaging items being transmitted through emails or electronic
storage devices. If you do not accept this risk, you should notify us in writing that email &/or
internet based storage and communications are not an appropriate means of
communication. We cannot be held responsible for damage or loss caused by viruses nor
for communications which are corrupted or altered after despatch.
Our website is available for general public viewing, however, we do not accept any
responsibility whatsoever for loss or damage arising out of use of this website.
We undertake to at all times keep your data confidential and will be held in confidence,
except as required by the law. We will not share your data for the purposes of marketing or
for any purpose other than that which forms part of our lawful basis for data processing in
accordance with this engagement.

12. THE PROCEEDS OF CRIME ACT 2002, THE MONEY LAUNDERING REGULATIONS
2007 AND THE BRIBERY ACT 2010
All accountants must comply with onerous duties imposed by the Proceeds of Crime Act
2002, the Terrorism Act 2000, the Money Laundering Regulations 2007 (the “Anti Money
Laundering Legislation”), which are intended to inhibit the activities of terrorists and other
criminals by denying them access to technical expertise. If we fail to perform these duties,
we risk imprisonment. Cashtrac also operates a strict anti-bribery policy in accordance with
the bribery act 2010.
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Before we 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.
We assume that our clients are honest and law abiding. However, if at any time, there
appear to be grounds to suspect (even if we do not actually suspect) that your instructions
relate to ‘criminal property’, we are obliged to make a report to the National Crime
Agency (“NCA”), but 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, rights or any
benefit derived from criminal activity. It does not matter who carried out the criminal
activity or how 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.
Activity is considered ‘criminal’ if it is a crime under UK law, no matter how trivial For
example, tax evasion is a criminal offence but an honest mistake is not. We will assume that
all discrepancies are mistakes unless there is contrary evidence.

13. DATA PROTECTION ACT 1998 & GENERAL DATA PROTECTION REGULATIONS
(GDPR) 2018
To enable us to carry out the services agreed with you and for other purposes, including
updating records, returns, legal and regulatory compliance we may obtain, process and
disclose personal data about you.
Under the GDPR regulations you have additional rights in relation to this data, we confirm
that when processing data on your behalf we will comply with the provisions of the data
Protection Act 1998 & the General Data protection regulations 2018. For more information
please contact the Data Controller at our registered office
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14. RETENTION OF RECORDS
During the course of our work we will collect information from you and others acting on your
behalf and will return any original documents to you following preparation of your financial
statements and returns. You should retain these records for a period of least seven years from
the end of the accounting year to which they relate. This period can be extended if there is
an enquiry into your tax affairs.
Certain documents may legally belong to you but we intend to destroy correspondence
and other papers we store which are more than seven years old, unless the documents are
deemed by ourselves to be of continuing significance. You must tell us if you require
retention of a particular document
We may also choose to hold such documents in electronic format rather than paper format.
If you require paper format to be retained you must let us know in writing.

15. CUSTOMER SERVICE & COMPLAINTS
We endeavour to provide a high quality service at all times. Should you become dissatisfied
with the service at any time we would encourage you to contact us to discuss this. Should
you wish to make a complaint you may do so by contacting us. We undertake to deal with
your complaint promptly and where possible provide a satisfactory outcome. Please address
any complaints to: The Managing Director, Cashtrac Limited, 15 Westgate House, The Island,
Westgate Street, Gloucester, GL1 2RU. If you are not satisfied with the outcome of your
complaint you may refer your complaint on to our professionally accountancy body.

16. DISENGAGEMENT
Should we resign or be requested to resign we will normally issue a letter of disengagement
to ensure our respective responsibilities are clear.
If we have no contact from you for a period exceeding 12 months we may issue a letter to
your last known address and thereafter cease to act on your behalf.
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17. APPLICABLE LAW
Our engagement letter, the schedule of services and our standard terms and conditions are
governed by, and should be construed in accordance with English law. Each party agrees
that the courts of England will have exclusive jurisdiction in relation to any claim, dispute or
difference concerning this engagement letter and any matter arising from it. Each party
irrevocably waives any right it may have to object to any action being brought in those
courts, to claim that the action has been brought in an inappropriate forum, or to claim that
those courts do not have jurisdiction.

18. COMMISSIONS & OTHER BENEFITS
In some circumstances, commissions or other benefits may become payable to us in respect
of introductions to other professionals or transactions we arrange for you, in which case you
will be notified of the size and nature of commissions or benefits. While we are required to
account to you for commissions received, you agree that we may retain any such
commissions.

19. INTELLECTUAL PROPERTIES
We will retain all copyright in any document prepared by us during the course of carrying out
the engagement save where the law specifically provides otherwise.

20. CLIENT MONIES
If we hold money on your behalf such money will be held in trust in a client bank account,
which is segregated from our company funds. The account will be operated and all funds
dealt with in accordance with the regulations put in place by our professional body The
Association of Accounting Technicians.

21. AGREEMENT OF TERMS
Once agreed, these terms will remain effective from the date of signature until it is replaced.
Either party may vary or terminate our authority to act on your behalf at any time without
penalty. Notice of termination must be given in writing with a period of notice not less than
21 days.
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22. INTERPRETATION
If any provision of this engagement letter, schedules of services or standard terms and
conditions is held to be void, then that provision will be deemed not to form part of this
contract and the remainder of this agreement shall be interpreted as if such provision had
never been inserted.

23. RELIANCE ON ADVICE
We will endeavour to record all advice on important matters in writing. Advice given orally is
not intended to be relied upon unless confirmed in writing. Therefore, if we provide oral
advice (for example during the course of a meeting or a telephone conversation) and you
wish to be able to rely on that advice, you must ask for the advice to be confirmed by us in
writing.

24. THE PROVISION OF SERVICES REGULATIONS 2009 ('SERVICES DIRECTIVE')
In accordance with our professional body rules, we are required to hold professional
indemnity insurance. Details about the insurer and coverage are available on request.

RECIPENT NAME:

……………………………………………………………………………………

RECIPENT BUSINESS NAME:

……………………………………………………………………………………

SIGNED:
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………………………………………...........

