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Engagement letter toolkit

Every section a good engagement letter and terms of business should cover, and

where to start from. A signpost, not advice.

01   Start from a proforma

Do not draft from a blank page. Recognised templates already cover the ground.

Use a recognised template: the CIOT/ATT engagement-letter templates (produced with AAT and ACCA), or the ICAEW TAS helpsheet.

02   Cover every section

A good engagement letter and terms of business should address all of these.

Scope of work, with clear exclusions of what you are not doing.

Fees and payment terms.

Each party’s responsibilities, yours and the client’s.

Termination: how either side ends the engagement.

Limitation of liability.

GDPR and privacy.

Your client-money position: whether you hold it or not.

03   Get it signed

A letter that is never signed protects nobody.

Get the letter signed before you start work, not after.

Use a schedule per service so you can add or remove services without rewriting the whole letter.

P R E F E R  T H I S  D O N E  F O R  Y O U ?

Want engagement letters and onboarding wired into your website and portal?

It’s one of the things we build — hand it over and skip the DIY.  ·  digitalroyalty.co.uk

Talk to us
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