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Welcome & Cover Letter 


[Name ]
[Firm]
[Address 1]
[Address 2]
[Address 3]
[Postcode]

Dear [XXX] 
Welcome
Thank you for choosing us to act as your accountants and business advisors.

We’re really looking forward to working with you but before we can get started, we need to complete some paperwork to complete the formal appointment process.

Please find enclosed the following documents:
Your copy of our Engagement letter - this sets out our respective obligations and is to be retained by you.
Our copy of our Engagement letter – this is to be returned to us.
[Form 64-8 – this allows us to communicate with HMRC on your behalf and also needs to be returned to us.]
A summary of the key deadlines for your company – again this is to be retained by you.
[As the contract for our services related to your personal affairs was initially made [over the phone/by email] The Consumer Contracts (Information, Cancellation and Additional Charges) Regulations 2013 apply. This means that you have the right to cancel your instructions to my firm within 14 working days of you receiving this letter. You can cancel your instructions by contacting the firm in writing].

Once I have started work on your affairs you may be charged, even if you then cancel your instructions.

Please could you arrange for the documents to be signed and returned as soon as possible [within 14 days] clearly marked ‘please start work now.’

If you have any queries please do contact me.




Yours [sincerely]


[Firm Name]

Disclaimer: 
The Association of International Accountants (AIA) has prepared this sample engagement letter. It should be used as a guide and members should adapt its contents to best suit their needs. 
AIA does not provide any guarantee that this sample engagement letter will be suitable for everyone and in using it, you should be aware that AIA will not be liable on any basis for any consequences arising from its use.
You should seek legal advice if you are unsure of the meaning or effect of any of the terms, conditions or clauses contained within the letter.
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