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BOOKKEEPING SERVICES AGREEMENT (COMPRISING A LETTER OF ENGAGEMENT 

AND TERMS AND CONDITIONS)  

 
BACKGROUND:  
 
<<Name of Bookkeeper>> whose principal business address is at <<Insert Address>> (the 
“Bookkeeper") provides bookkeeping services [and certain [accounting][and][other] related 
services] to business clients. These Terms and Conditions are the standard terms and 
conditions which shall apply to the provision of all such services by the Bookkeeper to its 
clients. 
 
1. Definitions and Interpretation 

In these Terms and Conditions, unless the context otherwise requires: 
 
1.1 The following expressions have the following meanings: 
 

“Client” means the party named in the Letter of Engagement 
who is obtaining the Services from the Bookkeeper; 

“Commencement Date” means the date when provision of the Services 
commences, namely the date of the Letter of 
Engagement or such other date stated in the letter as 
the date when the Services are to commence; 

“Confidential Information” 
 
 
 
 
 
 
 
 

means (a) in relation to either Party, information which 
is disclosed to that Party by the other Party or pursuant 
to or in connection with the Letter of Engagement 
(whether orally or in writing or any other medium, and 
whether or not the information is expressly stated to be 
confidential or marked as such); and (b) records, 
accounts, statements, reports, advice or other 
materials created or prepared by the Bookkeeper for 
the Client; and (c) advice given by the Bookkeeper to 
the Client; 

“Data Protection 
Legislation” 

means all applicable legislation in force from time to 
time in the United Kingdom applicable to data 
protection and privacy including, but not limited to, the 
UK GDPR (the retained EU law version of the General 
Data Protection Regulation ((EU) 2016/679), as it 
forms part of the law of England and Wales, Scotland, 
and Northern Ireland by virtue of section 3 of the 
European Union (Withdrawal) Act 2018); the Data 
Protection Act 2018 (and regulations made 
thereunder); and the Privacy and Electronic 
Communications Regulations 2003 as amended; 
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“Fees” 
 
 
 
“Letter of Engagement” 

means any and all sums due (as specified in the Letter 
of Engagement) from the Client to the Bookkeeper for 
carrying out the Services; 
 
means a) the letter [in the form set out in Schedule 3] 
referring to these Terms and Conditions which is 
signed by the Bookkeeper and the Client under which 
the Client engages the Bookkeeper to provide the 
Services and (b) these Terms and Conditions and their 
Schedules; 

“Services” means the bookkeeping [and other] services described 
in Schedule 1 to be provided in accordance with the 
Letter of Engagement; and 

“Term” means the term of the Letter of Engagement as 
defined in these Terms and Conditions. 

1.2 Any reference to the Letter of Engagement means the Letter of Engagement 
together with these Terms and Conditions, and the Letter of Engagement shall 
be treated as if these Terms and Conditions were set out in it as part of the 
terms of the Letter of Engagement. 

 
1.3 Any reference to a Schedule means a Schedule set out in or attached to these 

Terms and Conditions. 
 
2. Appointment 

 
2.1 The Letter of Engagement will govern the provision of the Services by the 

Bookkeeper to the Client. 
  
2.2 The Client appoints the Bookkeeper to provide the Services to the Client for 

the Term. 
 
3. Term 

 
The Term will commence on the Commencement Date and will continue 
[for a [fixed][initial] period of <<Insert Period of the engagement>>] 
[and]  
[thereafter]  
unless and until terminated [before the end of that [fixed][initial] period] under clause 
13. 
 

4. Remuneration 

The Client agrees to remunerate the Bookkeeper in accordance with Schedule 2 for 
and in respect of the Services. 

5. Payment of Invoices and Lien over Records 

5.1 Subject to sub-Clause 5.2, all invoices rendered by the Bookkeeper to the 
Client will be paid (without any deduction or set off) within 
<<[7][14][21][28][30]>> days from the invoice date. 

 
5.2 If the Client fails to pay any invoice/s for the Services by the due date, the 

Bookkeeper may exercise a particular right of lien over the books and records 
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of the Client in the Bookkeeper‟s possession and withhold those documents 
until such time as payment of its invoice/s is received in full. In exercising this 
right the Bookkeeper will comply fully with any legal or professional 
obligations. 

 
5.3 Interest will be charged by the Bookkeeper on all overdue amounts (whether 

Fees or other amounts payable) at the rate for the time being applicable under 
the Late Payment of Commercial Debts (Interest) Act 1998. 

 
5.4 [Where the Bookkeeper is permitted by the Letter of Engagement to sub-

contract any of the Services, the Bookkeeper may require the Client to pay 
invoices issued by the Bookkeeper in respect of such sub-contracted Services 
carried out for the Bookkeeper immediately, to enable the Bookkeeper to pay 
the invoices of sub-contractors promptly. The Bookkeeper will inform the 
Client of this in advance of placing any sub-contract Services.] 

 
5.5 The rights and remedies of the Bookkeeper under this Clause 5 and to 

terminate the Letter of Engagement under Clause 13 shall be cumulative. 
 

6. Client Cooperation, Responsibilities, Approvals and Authority 

6.1 The Client will co-operate with the Bookkeeper and will provide to the 
Bookkeeper, at the Bookkeeper's request, unrestricted access to such 
relevant business records and other information of the Client or relating to the 
Client's requirements in respect of the Services [and will provide ongoing 
access to the Client‟s relevant business software] as is reasonably necessary 
to enable the Bookkeeper to perform the Services. 
 

6.2 Further, and without limiting the generality of the obligations under sub-Clause 
6.1, the Client and the Bookkeeper will on or before the Commencement Date 
agree all of the types of such business records and other information that the 
Client needs to keep and when the Client needs to provide those records and 
that information to the Bookkeeper. 

 
6.3 Further, and without limiting the generality of the obligations under sub-

Clauses 6.1 and 6.2, the Client or his/her/its staff will, [for the <<Insert Number 
of Days, Weeks, Months>> period before the Commencement Date and] [on 
an ongoing basis during the Term], in a timely and efficient manner: 

 
6.3.1 provide the Bookkeeper with the Client‟s business records, information 

and answers to any questions the Bookkeeper has in relation to the 
Client‟s bookkeeping;  

 
6.3.2 keep and provide to the Bookkeeper an adequate record of all receipts, 

whether credit card, bank or cash; 
 
6.3.3 provide identification of all cash receipts as to source (i.e., loans, sales, 

etc.), and information concerning all transactions that are 
consummated with cash; 

 
6.3.4 provide bank paying in books and deposit receipts; 
 
6.3.5 keep and provide to the Bookkeeper an adequate record of all 

payments, whether credit card, bank or cash; 
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6.3.6 provide relevant bank cash transfer information (receipts and 
payments);  

 
6.3.7 keep and provide to the Bookkeeper all bank and credit card 

statements, written up cheque stubs, and cancelled cheques; 
 
6.3.8 provide to the Bookkeeper all sales invoices and all purchase invoices. 

These should be marked clearly as whether paid or unpaid and where 
paid the payment method (bank, cash, credit card); 

 
6.3.9 provide copies of other basic documents reflecting the Client‟s financial 

transactions, including summaries of cash receipts and sales (cash 
and charge, listings of accounts receivable and accounts payable; 

 
6.3.10 provide documentary support of property and equipment transactions-

purchases, trades, sales, and other dispositions; 
 
6.3.11 provide information concerning any mortgage or pledge of business 

assets on business debts, any personal guarantees or debt, leases, or 
other information that effects or may affect the results of operations of 
the Client‟s business; and 

 
6.3.12 any other financial information which will be necessary for purpose of 

producing and maintaining full and accurate accounting records and 
trial balance. 

 
6.4 If the Client does not fully and on a timely basis comply with its obligations 

under sub-Clause 6.1 to 6.3, that will be a breach of the Client‟s obligations 
and, if that breach materially impedes the carrying out of the Services by the 
Bookkeeper, the Bookkeeper may suspend the Services or withdraw from the 
engagement to carry out the Services. 

 
6.5 The Client is responsible for ensuring that the activities of the business are 

conducted honestly, and for safeguarding the assets of the business and for 
taking reasonable steps to prevent and detect fraud and other irregularities. 

 
6.6 The Client (and not the Bookkeeper) is responsible for: 
 

6.6.1 ensuring the maintenance of the Client‟s business records, including 
security of those records and prevention against fraud; 

 
6.6.2 ensuring that, to the best of the Client‟s knowledge and belief, financial 

information, whether used by the business or for the accounting 
records, is accurate and complete; 

 
6.6.3 the information contained in any [management][or][audited] accounts 

[or] [statutory return] and the Client must retain all necessary 
supporting documentation to substantiate the transactions reflected in 
any such documents; 

 
6.6.4 adopting sound accounting policies, for maintaining an adequate and 

efficient accounting system, for safeguarding assets, for authorizing 
transactions, for retaining supporting documentation for those 
transactions; 
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6.6.5 making management decisions and carrying out management 
functions; 

 
6.6.6 designating a competent employee to oversee any of the Services, and 

evaluating the adequacy and results of those Services; 
 
6.6.7 the design, maintenance and implementation of systems and programs 

of internal controls that will, among other things, help assure the 
preparation of proper financial statements, prevention and detection of 
fraud; 

 
6.6.8 informing the Bookkeeper about all known or suspected fraud affecting 

the Client involving (a) management (b) employees who have 
significant roles in internal control, and (c) others where the fraud could 
have a material effect on the financial statements; 

 
6.6.9 informing the Bookkeeper of the Client‟s knowledge of any known, 

alleged or suspected fraud affecting the Client, and any allegations of 
fraud received in communications from employees, former employees, 
regulators, or others; and 

 
6.6.10 identifying and ensuring that the Client complies with applicable laws 

and regulations. 
 

6.7 Subject to sub-Clause 14.3, the Client shall ensure that no Confidential 
Information created or prepared for the Client, or given to it by, the 
Bookkeeper is disclosed to, or used or relied on by, any third party. 

 
7. Anti-Money Laundering Legislation 

7.1 All accountants (including bookkeepers) must comply with onerous duties 
imposed by the Proceeds of Crime Act 2002, the Terrorism Act 2000 and The 
Money Laundering, Terrorist Financing and Transfer of Funds (Information on 
the Payer) Regulations 2017 (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 the Bookkeeper fails to perform these 
duties, it risks imprisonment. 

 
7.2 Before the Bookkeeper accepts the Client‟s instructions, the Bookkeeper may 

need to obtain „satisfactory evidence‟ to confirm the Client‟s identity. In certain 
circumstances, the Bookkeeper may need to obtain evidence confirming the 
identities of third parties, the source of any funds or other property, the 
purpose of any instructions, the beneficial ownership of the Client, or any other 
matter. The Bookkeeper may also need to obtain such evidence after it has 
have begun to act on the Client‟s instructions. 

 
7.3 The Bookkeeper assumes that the Client is honest and law abiding. However, 

if at any time, there appear to be grounds to suspect (even if the Bookkeeper 
does not actually suspect) that the Client‟s instructions relate to „criminal 
property‟, the Bookkeeper is obliged to make a report to the National Crime 
Agency (“NCA”), but the Bookkeeper is prohibited from telling the Client that 
the Bookkeeper has done so. 

 
7.4 In such circumstances, the Bookkeeper must not act on the Client‟s 

instructions without consent from NCA. If NCA do not refuse consent within 7 
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working days the Bookkeeper may continue to act. If NCA issue a refusal 
within that time, the Bookkeeper must not act for a further 31 days from the 
date of the refusal. 

 
7.5 „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 the Client is honest in his/her/its dealings, if his/her/its 
property represents a benefit from someone else‟s crime, the Bookkeeper 
must still make a report. 

 
7.6 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. The Bookkeeper will assume that all discrepancies are mistakes unless 
there is contrary evidence. 

 
EITHER 

 
7.7  [The Bookkeeper is an [associate][full][fellow] bookkeeping member of the 

Association of Accounting Technicians (“AAT”). The Bookkeeper is a Licensed 
Bookkeeper with a valid licence issued by AAT. The Bookkeeper will maintain 
that membership and licence.] OR [The Bookkeeper is an 
[associate][member][fellow] of the Institute of Certified Bookkeepers (“ICB”) 
and is a Certified Bookkeeper with a valid licence issued by ICB. The 
Bookkeeper will maintain that membership and licence] 

 
AND  
 
[As outlined in sub-Clauses 7.1 to 7.6 above, provision of the Services by the 
Bookkeeper requires it to comply with the Anti Money Laundering Legislation 
(“AMLL”). As a member of the [AAT][ICB], the Bookkeeper is supervised by 
the [AAT][ICB] for AML (anti money laundering) compliance purposes under 
the AMLL].] 

 
OR 

 
7.7 [As outlined in sub-Clauses 7.1 to 7.6 above, provision of the Services by the 

Bookkeeper requires it to comply with the Anti Money Laundering Legislation 
(“AMLL”). Since the Bookkeeper is not a member of any relevant professional 
body, it cannot be supervised by such body for AML (anti money laundering) 
compliance purposes. It is instead required by the AMLL to be registered 
under the AMLL with HM Revenue & Customs for the purposes of AML 
compliance. The Bookkeeper is registered with HMRC for those purposes and 
it will maintain that registration.] 

 
8. File Destruction 
 

Although certain documents may legally belong to the Client, unless the Client tells 
the Bookkeeper not to, the Bookkeeper intends to destroy papers that the 
Bookkeeper stores which are more than seven years old, other than documents 
which the Bookkeeper thinks may be of continuing significance.  If the Client requires 
the retention of any document, the Client must notify the Bookkeeper of that fact in 
writing. 

 
9. Warranties, Limit of Bookkeeper’s Obligations etc. 
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9.1 The Bookkeeper warrants and undertakes that it will perform the Services in a 

professional manner, in accordance with best industry practice, using all due 
skill, care and diligence, and in accordance with any reasonable written 
instructions of the Client from time to time. 

 
9.2 The Client acknowledges that the Bookkeeper has no duty or obligation to, 

and will not, audit or review any financial statements or any other accounting 
documents and information that the Client provides, and that the Bookkeeper 
will not do so.  

 
9.3 The Client acknowledges that the Bookkeeper has no duty or obligation or 

responsibility for anything which Clause 6 states is the responsibility of the 
Client. 

 
9.4 [The Bookkeeper will observe the ethical requirements of the [Association of 

Accounting Technicians] [Institute of Certified Bookkeepers] and will accept 
instructions to act for the Client on the basis that the Bookkeeper will act in 
accordance with those requirements. The Bookkeeper will supply a copy of 
these requirements to the Client on request.] 

 
10. Legal Liability 

 
10.1 This Clause 10 sets out the entire financial liability of the parties to each other 

for any breach of the Letter of Engagement and for any representation, 
statement, or tortious act or omission (including, but not limited to, negligence 
and breach of statutory duty) arising out of or in connection with the Letter of 
Engagement. 

 
10.2 Subject to sub-Clause 10.8, neither party shall be liable to the other, whether 

in contract, tort (including negligence), breach of statutory duty, 
misrepresentation or otherwise, for any loss of profits or contracts, or for any 
special, commercial, economic, indirect or consequential damage, or for loss 
of any kind that may be suffered by the other party that arises under or in 
connection with the Letter of Engagement. 

 
10.3 Subject to Clause 10.8, the maximum aggregate liability of each party to the 

other under or in connection with the Letter of Engagement (whether in 
contract, tort (including negligence), restitution, breach of statutory duty or 
misrepresentation or otherwise) shall be limited to [the greater of]  

 
10.3.1  [£<<Insert Sum>>] [and]  
 
10.3.2  [<<Insert Percentage>>% of the total of Fees for Services [and 

amounts paid by the Bookkeeper to third parties for any of the 
Services] paid and payable by the Client under the Letter of 
Engagement in the 12-month period before the liability arises]. 

 
10.4 The Client agrees to accept responsibility for any effect on the Client‟s 

accounting records and financial statements of basic financial information or 
transaction documents not submitted to the Bookkeeper for processing and 
entry, and for any losses that may result from their absence. 

 
10.5  All Confidential Information prepared, created or given by the Bookkeeper 

under the Letter of Engagement is for the exclusive use of the Client within the 
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Client‟s business and not for any other purpose. 
 
10.6 The Bookkeeper will not be liable for any loss suffered by any third party as a 

result of Confidential Information prepared or created by the Bookkeeper 
under the Letter of Engagement having been disclosed to any third party 
where that Confidential Information is incomplete, inaccurate, or incorrect 
where that disclosure was either by (a) the Bookkeeper with the Client‟s 
consent; or (b) the Bookkeeper where it is required by law to disclose it; or (c) 
the Client with or without the Bookkeeper‟s consent. 

 
10.7 The Bookkeeper will not be liable for any loss suffered by the Client or any 

third party as a result of the Bookkeeper‟s compliance with the Anti Money 
Laundering Legislation or any other law applicable to the Bookkeeper or at all. 

 
10.8 Nothing in this Clause 10 or in any other provisions of these Terms and 

Conditions or the Letter of Engagement shall limit the liability of either party to 
the other for fraud or fraudulent misrepresentation, or for deliberate or wilful 
misconduct, or for death or personal injury due to negligence. 

 
10.9 The limitations and exclusions under this Clause 10 shall be cumulative. 

 
11. [Sub-contractors 

 
The Bookkeeper shall be entitled to perform any of the obligations undertaken by it 
through any suitably qualified and skilled sub-contractor/s. The Bookkeeper will 
monitor all those to whom it sub-contracts any of the Services, and it will ensure that 
they comply with and meet all of the obligations, duties and standards which the 
Bookkeeper must comply with and meet. Any act or omission of such sub-contractors 
shall for the purposes of the Letter of Engagement be deemed to be an act or 
omission of the Bookkeeper.] 

 
12. Insurance 

 
12.1 The Bookkeeper will maintain appropriate insurance in accordance with 

industry [best] OR [normal] practice. 
 
12.2 In particular, (but without limitation), [as a member of [AAT][ICB]] the 

Bookkeeper is required to have: 
 

12.2.1 [a suitable Professional Indemnity Insurance (PII) policy in place to 
cover the Services. The Bookkeeper confirms that it has and will 
maintain such a policy.] 

 
12.2.2 [suitable continuity of practice cover in place to ensure that its practice 

can continue in the event of long term absence or cessation of its firm. 
The Bookkeeper confirms that it has and will maintain such cover.] 

 
13. Termination  

 
13.1 The Bookkeeper may immediately terminate the Letter of Engagement if any 

sum owing to it by the Client under the Letter of Engagement is not paid within 
<<Insert Number, e.g 30>> days of the due date for payment. 

 
13.2 Either party may immediately terminate the Letter of Engagement if the other:  
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13.2.1 has committed a material breach of this Letter of Engagement, unless 
such breach is capable of remedy, in which case the right to terminate 
immediately will be exercisable if the other party has failed to remedy 
the breach within 14 days after a written notice to do so; or  

 
13.2.2 becomes insolvent or is the subject of a bankruptcy order. 
 

13.3 Either party may terminate the Letter of Engagement for any other reason on 
giving not less than <<  >> months' notice in writing to the other party [at any 
time] OR [to expire not earlier than the end of the [fixed][initial] period referred 
to in Clause 3]. 

 
14. Confidentiality 

 
14.1 Each party agrees to keep confidential during and after the term of the Letter 

of Engagement all Confidential Information that it has received from the other 
party or from any third party in relation to the business of the other party. 

 
14.2 Subject to sub-Clause 14.3, the Bookkeeper also agrees to keep confidential 

all Confidential Information that the Bookkeeper has prepared or created in 
relation to the Client‟s business.  

 
14.3 Neither party will without the prior consent of the other party disclose to any 

third party any of the Confidential Information that the Bookkeeper prepares or 
creates for, or gives to, the Client under the Letter of Engagement. [The Client 
hereby consents to the Bookkeeper disclosing to the Client‟s nominated 
Accountant any of the Confidential Information that the Bookkeeper has 
prepared or created for the sole purpose of that Accountant preparing and 
auditing the Client‟s accounts.] 

 
14.4 For the purposes of the Letter of Engagement, the expression “Confidential 

Information” shall not include any information: 
 
14.4.1 which has come into the public domain otherwise than through a 

breach of the Letter of Engagement by that recipient party; or  
 
14.4.2 in the possession of the recipient party before the disclosure to it under 

the Letter of Engagement took place; or  
 
14.4.3 obtained by the recipient party from a third party who is free to disclose 

it; or  
 
14.4.4 which the recipient party is required by law to disclose. 

 
15. Data Protection [and Data Processing] 

 
[15.1] The Parties hereby agree that they shall both comply with all applicable data 

protection requirements set out in the Data Protection Legislation.  
 
[15.2 Further, the [data protection][and][data processing] provisions of Schedule 5 

shall apply as if set out in this Clause 15, but nothing in Schedule 5, these 
Terms and Conditions or other content of the Letter of Engagement shall 
relieve either Party of any obligations set out in the Data Protection Legislation 
and does not remove or replace any of those obligations.]. 
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16. Force Majeure 

 
If, due to war, strike, lockout, accident, fire, natural catastrophe or other events or 
circumstances over which it has no reasonable control, either party fails to comply 
with any obligation to the other party in the manner and time required under the Letter 
of Engagement, it shall not be deemed to be in breach of the Letter of Engagement 
and not be responsible or liable for any loss or damage which may be incurred by the 
other party as a result of such failure. 

 
17. Entire Agreement 

 
17.1 The Letter of Engagement as defined in Clause 1 of these Terms and 

Conditions: 
 

17.1.1 contains the entire understanding and agreement of the parties with 
respect to its subject matter. 

 
17.1.2 supersedes all previous understandings or agreements between the 

parties whether in writing or oral, provided that this shall not apply to 
any fraudulent or negligent misrepresentation. 

 
17.1.3 can only be amended or modified by written agreement signed by [the 

duly authorised representatives of the] [both] parties. 
 

17.2 Each Party acknowledges that, in entering into the Letter of Engagement, it 
does not rely on any representation, warranty or other provision except as 
expressly set out in the Letter of Engagement, and all conditions, warranties or 
other terms implied by statute or common law are excluded to the fullest 
extent permitted by law. 

18. Assignment 
 
Neither of the parties to the Letter of Engagement may assign any rights or benefits 
under the Letter of Engagement without prior written consent of the other party. 

 
19. No Waiver 

No failure or delay by either party in exercising any rights under the Letter of 
Engagement means that it has waived that right, and no waiver by either party of a 
breach of any provision of the Letter of Engagement means that it will waive any 
subsequent breach of the same or any other provision. 

 
20. Severance 

 
If any provision of the Letter of Engagement is held by any competent authority to be 
invalid or unenforceable in whole or in part the validity of the other provisions of the 
Letter of Engagement and the remainder of the provision in question shall not be 
affected. 

 
21. Nature of Relationship Between the Parties 

 
21.1 The Bookkeeper acts as a self-employed contractor to the Client. 
 
21.2 The Bookkeeper acts as a principal at law and not as the agent of the Client in 
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all its dealings with any third party suppliers and the Bookkeeper will be solely 
responsible to pay directly the fees/invoices of such parties. 

 
21.3 Nothing in the Letter of Engagement is intended to, or shall be deemed to, 

establish any partnership, or constitute either party to the Letter of 
Engagement the agent of the other, or authorise either party to make or enter 
into any commitments for or on behalf of the other party. 

 
22. Third Parties  

 
No part of the Letter of Engagement is intended to confer rights on any third parties 
and accordingly the Contracts (Rights of Third Parties) Act 1999 shall not apply to the 
Letter of Engagement. 

 
23. Governing Law and Jurisdiction  

 
The Letter of Engagement and the rights of the parties under it shall be governed by 
and construed in accordance with English Law. The parties agree to submit to the 
[non-] exclusive jurisdiction of the courts of England and Wales. 
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SCHEDULE 1 

SERVICES 

Note: The following items in italics are only suggestions: you will need to edit the list 
to reflect the scope of the Services and the tasks which you actually offer. Add to, 
delete or amend the list as necessary.  
 
Objectives of the Bookkeeper‟s engagement: [maintain the financial records of the Client by 
accurately recording the day to day financial transactions of the Client [and create financial 
reports from that information].]  
 
<<Insert any Further or Alternative Details>> 
 
The Services shall consist of the following:  

[Accounts Payable]  
[Process supplier invoices [as follows:]] 
[Record supplier invoices and payments]  
[[Code] [Check correct coding of] all supplier invoices to appropriate accounts]  
[[Authorise] [Obtain appropriate authorisation for] payment of all supplier invoices]  
[Ensure adequate funds are available for paying supplier invoices in relevant account] 
[Collate supplier invoices into weekly and monthly payment runs and process payments of 
the authorised invoices] 
[Take any other actions needed to deal with suppliers’ [and other creditors’] invoices and 
payments, obtain and follow up discounts, credits and refunds] 
[Entering and/or verifying the entry of supplier invoices into accounting software] 
[Email / communicate any queries related to the supplier accounts for the period] 
 
[Accounts Receivable]  
[Record all sales] 
[Invoice all customers/clients on a timely basis] 
[Issue statements to customers on a monthly basis]  
[Contact overdue customers]  
[Code invoice to appropriate accounts when invoice release is authorized] 
[Process all customer payments received]  
[File copies of customer invoices as per documented procedures] 
[Record customer payments] 
[Enter and/or verify the entry of customer invoices into accounting software]  
[Email / communicate any queries related to the accounts for the period] 
 
[Credit Control]  
[Account management and credit control] 
[Monthly debtor reports] 
[Monthly aged debtor report] 
[Report to client on a monthly basis as regards overdue accounts] 
[Ensure account statements are sent to all customers with an outstanding balance at least 
once a month] 
[Chase up overdue accounts via phone, letter and email] 
[Document credit control in a manner that can be readily accessed and viewed by the Client] 
 
[Petty Cash] 
[Record petty cash vouchers, coding to appropriate accounts] 
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[Maintain the petty cash fund] 
 
[Banking] 
[Prepare weekly banking of customer [and other] receipts] 
[Enter and/or verify the entry of payments and receipts from bank] 
[Process bank receipts and payments] 
[Generate monthly reports for all bank accounts]  
 
[Reconciliations  
[On a monthly basis:] 
[Reconcile and/or verify all loan accounts] 
[Reconcile balances with the bank statements] 
[Reconcile all Credit card accounts] 
[Paypal account reconciliation] 
[Conduct periodic reconciliations of all other accounts to ensure their accuracy] 
 
[On a weekly basis:] 
[Reconcile petty cash account and provide Client with a copy of the reconciliation] 
 
[Journals and ledgers 
[Post to and maintain the following:] 
[[All] Journals] 
[Purchase and sales ledgers] 
[Nominal ledger]  
[General ledger] 
[Other ledgers, as follows: <<Insert Details>>] 
 
[Extract a detailed list of ledger balances] 
 
[Balance the purchase and sales ledgers] 
 
[Computerised Bookkeeping]  
[Data entry [(including using tax codes based on the Client’s or his Accountant’s 
instructions)]  
[Raising reports from Client’s software which has been previously configured by Client’s 
Accountant such as draft profit and loss, draft balance sheet, and draft trial balance]  
 
<<Insert Further or other Details>> 
 
[Tag and monitor fixed assets] 
[<<Insert Details>>] 
 
[Employees] 
[Prepare and process payroll] 
[Process expenses and mileage claims] 
[Maintain accurate, well- organised and up to date payroll [computer][and][paper] records in 
line with Client’s financial procedures policy] 
 
[Management Reports 
[Prepare and report to Client the following on a monthly basis:] 
[outstanding debtors report] 
[outstanding creditors report] 
[payables report] 
[aged creditors report] 
[aged debtors report] 
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[balance sheet] 
[profit and loss account] 
[monitoring of debt levels and compliance with debt covenants] 
[and other reports as required] 
 
[General] 
[Carry out all necessary liaison with your Accountant to ensure he/she receives the 
paperwork [quarterly][and] [for end of year submissions] in a timely, neat fashion.] 
[General record keeping and filing]  
[Provide clerical and administrative support to Client as requested] 
 
[Other bookkeeping [or associated] services as follows:] 
[<<Insert Description of any Additional Services>>] 
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SCHEDULE 2 

FEES, EXPENSES, COSTS, VAT 

Fees for Services provided to the Client 

The Fees payable for the Services shall comprise: 
Note: these are suggestions only -  you may wish to agree some other basis for charging 
fees 
[An [annual][quarterly][monthly] fee of £<<Insert Amount>> payable in instalments of 
£<<Insert Amount>> to be invoiced by the Bookkeeper in advance of each [month] [quarter]] 
OR 
[An Hourly rate of £<<Insert Amount>> per hour for all of the Services] 
 
Expenses 
The Client hereby agrees to reimburse the Bookkeeper in respect of all reasonable travel, 
subsistence and courier expenses incurred by the Bookkeeper in performing the Services, 
and in respect of any other reasonably incidental expenses, provided they are approved in 
advance by the Client.  
 
Costs 
Provided that such fees and costs are approved in advance by the Client, it shall reimburse 
the Bookkeeper with all reasonable fees and other third party costs (including 
<<Description>> costs) incurred by the Bookkeeper related to or associated with providing 
the Services  
 
VAT 
All the above sums are stated exclusive of VAT, which the Client shall pay in addition at the 
rate applicable at the relevant time upon receipt of a valid VAT invoice in each case. 
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SCHEDULE 3  

MODEL LETTER OF ENGAGEMENT 

 

Dear Sir,   

This Letter of Engagement (Letter) confirms the basis on which I/we, <<Insert Name of 
Bookkeeper>>, whose principal business address is <<Insert Address>> (the Bookkeeper) 
will provide Services to you, <<Insert Name of Client>>, (the Client) so as to avoid any 
misunderstandings of our respective responsibilities. 

The Terms and Conditions and their Schedules [attached] which I/we have given to you on 
or before the date of this Letter] shall apply to and form part of this Letter as if they were set 
out in this Letter as part of its terms.  

The nature [and details] of the Services [is] [are] set out in Schedule 1 of the Terms and 
Conditions.  

The basis for calculating Fees payable by you for the Services and the amounts payable are 
set out in Schedule 2 of the Terms and Conditions. 

[I/We confirm that I/we will not at any time hold any money on your behalf.]   

I am/We are committed to providing a high standard of service to clients.  If you have any 
ideas as to how my/our service to you could be improved, or if you are dissatisfied with the 
service you are receiving, please let me/us know.   

In the event that you have a complaint, I/we will look into this carefully and promptly and do 
all I/we can to explain the position to you or address your concerns. [In the unlikely event that 
you are not satisfied with my/our response, and since I am/we are a Member of the [Institute 
of Certified Bookkeepers (ICB)] [Association of Accounting Technicians (AAT)], you may of 
course make a complaint to the [ICB][AAT].] 

[I am subject to the ethical requirements of [ICB][AAT] and its investigations and disciplinary 
processes. These requirements cover issues such as code of [conduct] [and] [ethics], 
adherence to bookkeeping standards, and requirements to undertake continued professional 
education. Should there be an issue regarding the ethical or business practices of myself or 
my company, you may refer such matters to [ICB][AAT].]  

Once agreed, this Letter will remain effective from the date of counter signature of a copy of 
it by you unless and until it is replaced or terminated in accordance with the provisions of the 
Terms and Conditions. The date on which provision of the Services will commence 
(Commencement Date) will be [the date of your counter signature] [<<Insert Date Agreed for 
Commencement>>. 

Would you please confirm your agreement to the terms set out in this Letter and in the Terms 
and Conditions and their Schedules by countersigning signing and returning the enclosed 
copy of this Letter to enable me/us to begin to provide the Services to you from the 
Commencement Date. 

My/Our above address is the address to which you should send any notices under this 
Letter. 

If anything is unclear to you or you require any further information, please let me know. 

Yours faithfully 

(SIGNED) ........................................  
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<<Name of Bookkeeper>> 

[In the presence of ........................................ 

<<Name & Address of Witness>>] 

I/We confirm that I/we have read and understood the contents of this Letter and the Terms 
and Conditions, and I/we agree that they accurately reflect the services that I/we have 
instructed you to provide to me/us. 

SIGNED .................................................. 

[<<Name of Client>>] 

OR 

[<<Name and Title of Person Signing for Client>>  

For and on behalf of <<Name of Client>>] 

[In the presence of  ............................................................. 

<<Name & Address of Witness>>] 
 

S 
A 
M 
P 
L 
E 



© Simply-Docs - BS.SERV.14 -  Bookkeeping Services Agreement  18 

 

SCHEDULE 4 

PROVISIONS RELATING TO BOOKKEEPER’S USE OF SOFTWARE 

<<Insert any additional provisions if, and as, necessary. See information page accompanying 
this template as to Bookkeeper's use of software>> 
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[SCHEDULE 5 

 

[Data Protection – Clause 15.2 refers 

 
1. All personal data that the Bookkeeper may use will be collected, processed, 

and held in accordance with the provisions of the Data Protection Legislation 
and the Client‟s rights thereunder. 

2. For complete details of the Bookkeeper‟s collection, processing, storage, and 
retention of personal data including, but not limited to, the purpose(s) for 
which personal data is used, the legal basis or bases for using it, details of the 
Client‟s rights and how to exercise them, and personal data sharing (where 
applicable), please refer to the Bookkeeper‟s Privacy Notice available from the 
Bookkeeper on request]. 

3. In paragraphs 1 and 2 above, “personal data”, shall have the meaning defined 
in the Data Protection Legislation.] 

 

[Data Processing – Clause 15.2 refers 

 
1. In this Schedule 5, “personal data”, “data subject”, “data controller”, “data 

processor”, and “personal data breach” shall have the meaning defined in the 
Data Protection Legislation. 

2. [All personal data to be processed by the Bookkeeper on behalf of the Client 
under this Agreement shall be processed in accordance with the terms of the 
Data Processing Agreement entered into by the Parties on <<insert date>> 
[pursuant to this Agreement].] 

OR 

[2. For the purposes of the Data Protection Legislation and for this Schedule 5, 

the Client is the “Data Controller” and the Bookkeeper is the “Data Processor”  

 
3. The type(s) of personal data, the scope, nature and purpose of the 

processing, and the duration of the processing are set out in the attached 
Annex 

 
4. The Data Controller shall ensure that it has in place all necessary consents 

and notices required to enable the lawful transfer of personal data to the Data 
Processor for the purposes described in the Letter of Engagement. 

5. The Data Processor shall, with respect to any personal data processed by it in 
relation to its performance of any of its obligations under the Letter of 
Engagement: 

5.1 Process the personal data only on the written instructions of the Data 
Controller unless the Data Processor is otherwise required to process 
such personal data by law. The Data Processor shall promptly notify 
the Data Controller of such processing unless prohibited from doing so 
by law; 
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5.2 Ensure that it has in place suitable technical and organisational 
measures (as approved by the Data Controller) to protect the personal 
data from unauthorised or unlawful processing, accidental loss, 
damage or destruction. Such measures shall be proportionate to the 
potential harm resulting from such events, taking into account the 
current state of the art in technology and the cost of implementing 
those measures. Measures to be taken are set out in the attached 
Annex; 

5.3 Ensure that any and all staff with access to the personal data (whether 
for processing purposes or otherwise) are contractually obliged to keep 
that personal data confidential; 

5.4 Not transfer any personal data outside of the UK without the prior 
written consent of the Data Controller and only if the following 
conditions are satisfied: 

5.4.1 The Data Controller and/or the Data Processor has/have 
provided suitable safeguards for the transfer of personal data; 

5.4.2 Affected data subjects have enforceable rights and effective 
legal remedies; 

5.4.3 The Data Processor complies with its obligations under the 
Data Protection Legislation, providing an adequate level of 
protection to any and all personal data so transferred; and 

5.4.4 The Data Processor complies with all reasonable instructions 
given in advance by the Data Controller with respect to the 
processing of the personal data. 

5.5 Assist the Data Controller at the Data Controller‟s cost, in responding 
to any and all requests from data subjects and in ensuring its 
compliance with the Data Protection Legislation with respect to 
security, breach notifications, impact assessments, and consultations 
with supervisory authorities or regulators (including, but not limited to, 
the Information Commissioner‟s Office); 

5.6 Notify the Data Controller without undue delay of a personal data 
breach; 

5.7 On the Data Controller‟s written instruction, delete (or otherwise 
dispose of) or return all personal data and any and all copies thereof to 
the Data Controller on termination of the Letter of Engagement unless 
it is required to retain any of the personal data by law; and 

5.8 Maintain complete and accurate records of all processing activities and 
technical and organisational measures implemented necessary to 
demonstrate compliance with this Schedule 5 and to allow for audits by 
the Data Controller and/or any party designated by the Data Controller. 

[6. The Data Processor shall not sub-contract any of its obligations with respect to 
the processing of personal data under this Schedule 5.] 

OR 

[6. The Data Processor shall not sub-contract any of its obligations to a sub-
contractor with respect to the processing of personal data under this Schedule 
5 without the prior written consent of the Data Controller (such consent not to 
be unreasonably withheld). In the event that the Data Processor appoints a 
sub-contractor, the Data Processor shall: 
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6.1 Enter into a written agreement with the sub-contractor, in which the 
parties thereto agree that they shall both comply with all applicable 
data protection requirements set out in the Data Protection Legislation 
and which agreement shall impose upon the sub-contractor the same 
obligations as are imposed upon the Data Processor by this Schedule 
5 and which shall permit both the Data Processor and the Data 
Controller to enforce those obligations; and 

6.2 Ensure that the sub-contractor complies fully with its obligations under 
that agreement and the Data Protection Legislation.] 

7. Either Party may, at any time, and on at least <<insert period, e.g. 30 calendar 
days'>> notice, alter this Schedule 5, replacing it with any applicable data 
processing clauses or similar terms that form part of an applicable certification 
scheme. Such terms shall apply when replaced by attachment to this 
Agreement.] 

 
[ANNEX to Schedule 5  

1. Data Processing 
 
Scope 
<<Insert description of the scope of the processing to be carried out>>. 
 
Nature 
<<Insert description of the nature of the processing to be carried out>>. 
 
Purpose 
<<Insert description of the purpose(s) for which the processing is to be carried out>>. 
 
Duration 
<<Insert details of the duration of the processing>>. 
 
2. Types of Personal Data 
<<List the types of personal data to be processed>>. 
 
3. Categories of Data Subject 
<<List the categories of data subject>>. 
 
4. Organisational and Technical Data Protection Measures 
<<Describe the organisational and technical measures to be implemented as 
referenced in 5.2 of this Schedule 5>>.] 
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