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 (This letter should be adapted to suit the particular circumstances, and should always be used in conjunction with the Terms of Business set out at Proforma Documents / Appendix 1.2, and a relevant Letter of Engagement Appendix for each work type which the firm has been engaged to perform.  These, if desired, may be incorporated into a letter as a single document.)

Note that tailoring is required in the introduction, footer and paragraphs 1.2 and 2.1

	




[The Directors]
[XYZ Limited]
[Address]
[Address]
[Address]
[Date]

Dear Sirs

APPOINTMENT AS AUDITORS TO THE COMPANY

The purpose of this letter is to set out the basis on which [Name of entity] (“we”, “our”, “us”) are to act as your [auditors][, accountants][, tax agent][and advisors], and the respective areas of responsibility of [Name of entity] (“you”, “your”) and ourselves.  It should be read in conjunction with our Terms of Business (updated April 2018) which are attached, and are effective from the date of this letter.  We will communicate with [Insert Name] in relation to your affairs having agreed with you that [s]he will represent you.

1	SCOPE OF SERVICES

1.1 We have listed below the work which you have instructed us to perform, the detail of which is contained in each individual Appendix noted in 1.2 below.  These state your and our responsibilities in relation to the work to be carried out.  If we agree to perform additional services for you, we will provide you with a new or amended letter of engagement and Appendices.  Only the services which are listed in the attached Appendices are included within the scope of our instructions.  If there is additional work that you wish us to perform which is not listed in the Appendices, please let us know and we will discuss with you whether they can be included in the scope of our work.

1.2 The following Appendices of services are attached to this letter of engagement, and should be read in conjunction with it, and our attached Terms of Business (updated April 2018):

1. Appendix – Limited Company – Audit of Financial Statements
2. [Appendix – [Limited Company] – Preparation of Financial Statements when an Audit is being performed]
3. [Appendix – Taxation services for a company]
4. [Appendix – [Other services – Tailor as necessary]]

2 AGREEMENT OF TERMS

2.1 [Our engagement will start with the accounting period ending on [Insert Date].  We will not be responsible for [accounting periods] prior to this.]
Or	[This is a continuing engagement, and this letter replaces our previous letter of engagement dated [Insert Date].]

2.2 Once it has been agreed, this letter will remain effective from the date of signature, for future assignments, until it is replaced or repealed.  You or we may agree to vary or terminate our authority to act on your behalf at any time without penalty.  Notice or variation must be given in writing.

2.3 We shall be grateful if you could confirm in writing your agreement to these terms by signing and returning the enclosed copy of this letter, or let us know if they are not in accordance with your understanding of our terms of engagement.

Yours faithfully





We acknowledge receipt of this letter, and we agree to this letter, which together with the Terms of Business fully records the agreement between us concerning your appointment to carry out the work described in it.



..........................................................................
[Name] [Position]
Signed for and on behalf of [Name of entity], Date
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