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Gibson Hewitt Limited – Terms of Business – July 2015  

The following terms of business apply to all engagements accepted by Gibson Hewitt Limited.  All work is carried out under these 
terms except where changes are expressly agreed in writing. 
  

1. Professional rules and practice guidelines 
We are bound by the ethical guidelines of our 
professional institute and accept instructions to act for 
your company on the basis that we will act in accordance 
with those ethical guidelines.  In particular, you give us 
authority to correct Inland Revenue errors.  A copy of 
these guidelines is available for your inspection in our 
office. 
 

2. Retention of records 
2.1. During the course of our work we will collect information 

from yourselves and others acting on the company’s 
behalf and will return any original documents to you 
following preparation of the company’s corporation tax 
return.  You should retain the company’s records for 7 
years following the end of the accounting year.  This 
period may be extended if the Inland Revenue enquire 
into the company’s tax return. 
 

2.2. Whilst certain documents may legally belong to the 
company, unless you tell us not to, we intend to destroy 
correspondence and other papers that we store, which 
are more than 7 years old, other than documents which 
we think may be of continuing significance.  You must tell 
us if you require retention of a particular document. 
 

3. Regulatory requirements 
We reserve the right to disclose our files to regulatory 
bodies in the exercise of their powers. 
 

4. Quality of service 
4.1. We aim to provide the best possible service to our 

clients.  If you would like to discuss how our service 
could be improved, please let us know by telephoning. 
 

4.2. We undertake to look into any complaint carefully and 
promptly and do all we can to explain the position to 
you.  We will do everything reasonable to put matters 
right.  Prompt communication enables us to take prompt 
action on your behalf. 
 

4.3. Should you at any stage feel that you have not received 
an adequate response to a complaint the circumstances 
should be brought to my attention. 
 

4.4. If we do not answer your complaint to your satisfaction 
you may take up the matter with The  
Institute of Chartered Accountants in England and Wales.  

 
 

5. Commissions and Payaways 
5.1. In some circumstances, commissions, payaways  or other 

benefits may become payable to us or to one of our 
associates in respect of transactions we or such 
associates arrange for you, in which case you will be 
notified in writing of the amount and terms of payment. 
The fees that would otherwise be payable by you as 
described in this letter of engagement will not be abated 
by such amounts.  You consent to such commission or 
other benefits being retained by us or, as the case may 
be, by our associates, without our, or their, being liable 
to account to you for any such amounts. 
 

5.2. Examples of likely commissions that may be received and 
the likely amounts are difficult to gauge as they will be 
dependent on the size and nature of the transaction 
undertaken. The amount of initial commission or 
payaway may range from a few hundred pounds to 
several thousand pounds. There may also be smaller 
annual commission received as well as the initial sum. 
This of course is only an example used for illustrative 
purposes and it must be emphasised that this may not 
cover all receipts in the future.  For the sake of certainty 
initial commissions or payaways of less than £10,000 will 
be retained by us, and initial commissions or payaways 
of more than £10,000 will be divided equally between 
yourselves and ourselves.  Annual commissions will 
always be retained by us. 
 

6. Limitation of liability 
6.1. The advice that we give to you is for your sole use and 

does not constitute advice to any third party to whom 
you may communicate it. 
 

6.2. We will provide the professional services outlined in our 
letter of engagement with reasonable care and skill.  
However, we will not be responsible for any losses, 
penalties, surcharges, interest or additional tax liabilities 
arising from the supply by yourselves or others of 
incorrect or incomplete information, or from the failure 
by yourselves or others to supply any appropriate 
information or your failure to act on our advice or 
respond promptly to communications from us or the tax 
authorities. 
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6.3. We will perform the engagement with reasonable skill 
and care. The total aggregate liability to you, of whatever 
nature, whether in contract, tort or otherwise, of Gibson 
Hewitt Limited for any losses whatsoever and howsoever 
caused arising from or in any way connected with this 
engagement shall not exceed £150,000 for Non Audit 
services unless otherwise agreed with you.  

 
7. Professional Indemnity Insurance 

In accordance with our professional body’s byelaws we 
are required to hold Professional Indemnity Insurance.  
Our Insurers are Allied World Assurance (Europe) 
Limited, 20 Fenchurch Street, London EC3M 3BY.  
Jurisdiction Worldwide excluding USA/Canada.  
 

8. Electronic communication 
As internet communications are capable of data 
corruption we do not accept any responsibility for 
changes made to such communications after their 
dispatch.  For this reason it may be inappropriate to rely 
on advice contained in an e-mail without obtaining 
written confirmation of it.  All risks connected with 
sending commercially sensitive information relating to 
your business are borne by yourselves and are not our 
responsibility.  If you do not accept this risk you should 
notify us in writing that e-mail is not an acceptable 
means of communication. 
 

9. Anti-Money laundering 
In common with all accountancy and legal practices, our 
firm is required by the Proceeds of Crime Act 2002 and 
the Money Laundering Regulations 2007 to: 

a. establish and maintain due diligence procedures for all 
clients; 

b. maintain records of identification evidence; and 
c. report, in accordance with the relevant legislation and 

regulations, to the Serious Organised Crime Agency. 
 

10. Anti-Money laundering disclosures 
The provision of accountancy services is a business in the 
regulated sector under the Proceeds of Crime Act 2002 
and, as such, partners and staff in accountancy firms 
have to comply with this legislation which includes 
provisions that may require us to make an anti-money 
laundering disclosure in relation to information we 
obtain as part of our normal accountancy work. It is not 
our practice to inform you when such a disclosure is 
made or the reasons for it because of the restrictions 
imposed by the “tipping off” provisions of the legislation 
 
 

 
 

11. Client due diligence 
As with other professional services firms, we are 
required to carry out client due diligence procedures for 
the purposes of the UK anti-money laundering 
legislation. We are likely to request from you, and retain, 
some information and documentation for these 
purposes and/or to make searches of appropriate 
databases. If we are not able to obtain satisfactory 
evidence of your identity within a reasonable time, there 
may be circumstances in which we are not able to 
proceed with the appointment. 
 
By signing our agreement you give us permission to 
make the relevant anti-money laundering checks 
required.  
 

12. Data Protection Act 1998 
In order to discharge the service under this agreement 
and for any related services we may obtain, use, process 
and disclose personal data about yourselves.  You have 
the right of access under the above legislation to the 
personal data we hold about yourselves. 
 

13. Applicable law 
The terms of the engagement shall be governed by, and 
construed in accordance with, English law.  The Courts of 
England shall have exclusive jurisdiction in relation to any 
claim, dispute or difference concerning the engagement 
letter and any matter arising from it.  Each party 
irrevocably waives any right it may have to object to an 
action being brought in those Courts, to claim that the 
action has been brought in an inconvenient forum, or to 
claim that those Courts do not have jurisdiction. 
 

14. Contracts (Rights of Third Parties) Act 1999 
A person who is not party to this agreement shall have 
no right under the Contracts (Rights of Third Parties) Act 
1999 to enforce any term of this agreement.  This clause 
does not affect any right or remedy of any person that 
exists or is available otherwise than pursuant to that Act. 
 

 


