Dear Sir/Madam,

Please find enclosed our Starter Pack for Direct Payments users. To set up the
payroll scheme we require you to complete and return all the enclosed forms.

Should you wish to complete this pack electronically, all forms are available
online. Please contact us and we will send you further information.

If you have any queries regarding the forms or any general enquires please do
not hesitate to email us at payroll@davidhoward.co.uk or call us on
0208 977 3559

Many Thanks
The Payroll Team
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Registration Form
PAS Starter Form
P45 (if available)
Timesheet (if employee will be working variable hours)
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HMRC authorising your agent forms (64-8 & FBI2)
DH Direct Debit Form
NEST Terms and Conditions
NEST Direct Debit Form

Using DH Payroll
Using our payroll service can reduce some of the concerns that you might have
about employing your own staff. We will ensure that your employees are paid
accurately and on time, with the right amount of Tax and National Insurance
deducted.

Our payroll service will:

Work with you to ensure that your employees are paid accurately and on
time.
Produce forms in the format that is easiest for you, either post, email or via
online links.
Provide a free online portal where all of your payrolls to date will be
available 24/7.
We can post out hard copies of your payroll directly to your address for a
small charge.
For employers who have non-static employees we offer a free text message
service that reminds you to get your hours in on time – please sign up to
this on the Registration Form.

How Our Payroll Service Works
When you have a new employee you will need to send us a completed
PAS Starter Form (with a P45 where possible).

Inform us of by email, online timesheet, or post by the deadline date
the hours that you employees have worked. If approved by your
council, you may inform us at the outset that the hours will remain
static (i.e. the same each month) in which case timesheets will be
unnecessary. You must, however, inform us of any changes due by the
9th of each month for the coming payroll.
You must keep us informed every month of your current situation, even
if you have no employees so that we can process the relevant HM
Revenue and Customs returns.
We will prepare payslips for each of your staff which you can then give
to your employees together with a cheque for the net amount shown in
the bottom right hand side corner – the net pay.

We can process any overtime or bonus payments and calculate any
Statutory Sick Pay, should the need arise. We will also issue P45 for the
staff that leave.
With each payroll will send you monthly, a sheet called ‘Wages Book’
which summarises the amounts paid and the Tax and National
Insurance deductions for you as an employer to keep for your records.
Every 3 months we will send you a sheet called ‘Monthly Summary’ and
a letter with an attached page, detailing the amounts due to HM
Revenue and Customs. This will also include the necessary information
on how to make this payment.
We will invoice you quarterly for our services at the end of each quarter
(March, June, September and December). Our price list is enclosed. The
cost is on a sliding scale – the greater the number of employees the
lower the charge per payslip.
At the end of each financial year we will complete your final FPS return
to HMRC and send you the P60 forms (certificate of annual earnings) to
be distributed to employees.

Payroll Deadlines for 2018/19
Due to HMRC introducing Real Time Payments, we are required to submit a return on
your behalf on or before the pay date on the payslip.
This means we are no longer able to produce payslips after the pay period has ended.
We therefore require you to submit your timesheets to BEFORE the end of each month.
Timesheets that are sent to us after the required date, may not be processed until the
following month and may incur penalties from HMRC.
You MUST also let us know EVERY MONTH if there have been no hours worked by your
employees, as a NIL submission needs to be sent to HMRC (this is charged at £3.50
+VAT).
Month

Hours from

Hours to

Timesheet to
David Howard

Pay date

April

20th March

19th April

20th April

30th April

May

20th April

19th May

21st May

31st May

June

20th May

19th June

20th June

30th June

July

20th June

19th July

20th July

31st July

August

20th July

19th August

20th August

31st August

September

20th August
20th
September

19th September

20th September

30th September

19th October

22nd October

31st October

19th November

20th November

30th November

19th December

7th December *

31st December

January

20th October
20th
November
20th
December

19th January

21st January

31st January

February

20th January

19th February

20th February

28th February

March

20th February

19th March

20th March

31st March

October
November
December

If you would prefer to estimate the hours your employees will work from the 19th to the
end of the month, and make adjustments the following month this is also acceptable.
However you will need to keep your own record of this, as payslips cannot be adjusted
after pay day.
*As in previous years our office will be closed over the Christmas period, reopening in the New Year and we would
advise that the timesheets are in to the office on the 9th December 2017 to avoid the Christmas post delays. We
therefore would advise estimating hours over this period to be corrected in the January 2018 Payroll.

For more information please
contact our office at
payroll@davidhoward.co.uk
or on 0208 977 3559

How to Set-up a New Employee
When you have a new employee, it is important to complete the correct forms,
and provide the right information to the payroll team at David Howard to
ensure that the employee is paid correctly and on time.
We require the following information for each employee:








Surname
First Name
Gender
Date of Birth
Home Address
National Insurance Number
Employee Statement (in regards to
the tax code)









Start Date
P45 From Previous Employment
Student Loan Information
Right to Work Information
Rate of Pay
Static or Non-Static
Number of hours worked each
week

David Howard provides a starter form for this information and we can only
accept this information on one of our forms – we are happy to send it in the
easiest way for you; either post, email or via online link. One of these forms is
provided in our starter packs, and additional copies can be requested from our
office free of charge.
To register your employee with HMRC, and to deduct the correct tax, a new
employee must provide either a current P45 or the employee must tick one of
the three boxes on the starter form. If no box has been selected a temporary
tax code of 0TX will be issued giving the employee no tax free allowance on
this job. After this has been issued, only HMRC can change the tax code.
All new starter information should be sent to the payroll team in a timely
fashion with all sections of the forms completed. If there is missing information
this will hold up the process. For further information, or to request a starter
form please email us at payroll@davidhoward.co.uk or phone our office on
0208 977 3559. Alternatively please follow the below link for the online
submission.
www.cognitoforms.com/DavidHowardLtd/PASStarterFormNonManaged2
For more information please
contact our office at
payroll@davidhoward.co.uk
or on 0208 977 3559

How to Work Out Holiday Pay Entitlement
By law, all employees are entitled to 5.6 weeks holiday per year.
To work out the holiday entitlement for each of your employees you will need
to work out their average hours worked per week and times this by 5.6 weeks.
This will then give you the annual holiday hours.
For example if you employee works 10 hours per week the calculation would
be:
10hrs X 5.6 weeks = 56 holiday hours per year.
You will need to agree when the leave year starts and finishes with your
employees at the start of their employment. For example 1st January to 31st
December, or 1st April to 31st March. During the leave year you will need to
keep a record of the holidays taken by each employee and keep a total of leave
remaining. If an employee starts or leaves part way through the year the
holiday will need to be recalculated.
To do this you will need to work out the number of weeks actually worked in
the year and then use the following calculation:
(5.6weeks divided by (52 weeks) multiplied by (number of weeks worked)
Please be aware that if an employee leaves before the end of the holiday year
they may have over taken their entitlement and this would need to be
recovered from their final pay. Holiday pay can be narrated on the payslip if
requested by the employer, but this is not a legal requirement, and we do not
keep a running total of leave taken for employers.
Casual or irregular working patterns
In line with HMRC regulations, if your employees work casually or do irregular
hours it may well be easiest to calculate the holiday entitlement that accrues
(accumulates) as hours are worked. The holiday entitlement for 5.6 weeks is
equivalent to 12.07% of the hours your employee has worked.
For further information you can look at the following website:
www.gov.uk/calculate-your-holiday-entitlement
If you feel you are unable to calculate the holiday entitlement for your employees David Howard will be happy to
help, however we do charge £10.00 +VAT per employee holiday calculation.

Statutory Maternity Pay and Leave
When an employee takes time off to have a baby, she may be eligible for
Statutory Maternity Pay (SMP).
You will need to ask your employee to provide a MATB 1 Form, which she will get
from her doctor or midwife. If you send this form, along with a covering note to
inform us of the planned date the employee wishes to start her leave we will
calculate if the employee qualifies for Maternity Pay on your behalf.
However, as a simple guide, the employee must earn over £486.00 per month in
the qualifying period to qualify. She must also have been employed by the
employer before she fell pregnant and still be working for the employer 11 weeks
before the baby is due.
If an employee does not qualify for SMP, we will provide a form for you to give to
your employee which will explain why. The employee may be able to claim
maternity allowance from the benefits office, and will need to provide this form
to prove SMP is not being paid through her employment. The employee will still
qualify for maternity leave, but no payments would be made through the payroll.
If your employee does qualify for SMP it is paid for up to 39 weeks. The current
rates for 2018/19 tax year are:
90% of your average weekly
earnings (before tax) for the first 6
weeks.

The lesser of £145.18 or 90% of
your average weekly earnings for
the next 33 weeks.

SMP is paid in the same way as wages (e.g. monthly or weekly). Tax and National
Insurance will be deducted.
As a small employer, you are able to reclaim 103% of the cost of SMP from HMRC.
The recovery is made by either reducing the PAYE payments, or applying for
funding up front from HMRC.
We are able to apply for funding on your behalf, at a charge of £10.00 +VAT, as
long as you provide us with all the information regarding the maternity leave in a
timely manner. Please be aware HMRC will not provide funding for employers
that are able to recover the full cost of the SMP back through their monthly PAYE
payments.
Please be aware that an employee continues to accrue holiday whilst on
maternity leave. For further information please do not hesitate to contact us.
For more information please
contact our office at
payroll@davidhoward.co.uk
or on 0208 977 3559

Statutory Sick Pay and Leave
When an employee falls ill they may be entitled to Statutory Sick Pay (SSP).
However, you will need to check that they qualify to receive the SSP. To qualify
for Statutory Sick Pay (SSP) your employee must:
 Have been ill for at least 4 days in a row (including non-working days).
 Earn at least £112 (before tax) per week.
 Your employee will need to provide you with a sick note from their doctor.
Your employee will not qualify if they:
 Have received the maximum amount of SSP (28 weeks).
 Have taken 3 years or more linked periods of sickness – where 4 or more
days or sickness happen within 8 weeks or each other.
 Are getting Statutory Maternity Pay
If your employee does not qualify they may be able to get some kind of sickness
benefit if they fill out an SSP 1 form. Your employee should use a SSP 1 if:
 Within 7 days of them going off sick, they don’t qualify for SSP
 Within 7 days of their SSP ending, if it ends unexpectedly while they are still
sick
 On or before the beginning of the 23rd week, if the SSP is expected to end
before your sickness does.
How much SSP will my employee get?
 Your employee can get £92.05 per week SSP and this will be paid by you for
up to 28 weeks.
 Your employee may be able to get more but you will need to check with
your funding body and what is in their contract of employment.
How is SSP paid?
 SSP is paid by you as the employer the same way as normal wages are paid.
Tax and National Insurance will be deducted.
 Since April 2014 the reclaim of SSP has been abolished. Meaning that if an
employee claims SSP, you as the employer will not be able to claim funding
back from HMRC.
For further information please do not hesitate to contact us.
For more information please
contact our office at
payroll@davidhoward.co.uk
or on 0208 977 3559

What to if an Employee Leaves
When an employee leaves your employment, you will need to inform the
payroll team of the following information:
 Leave date
 Whether they are due any holiday (either outstanding or overtaken)
 Any outstanding payments (i.e. extra hours)
Please be aware that if an employee leaves and owes a large amount of
holiday it may not be possible to recover the full amount through the payroll.
Additional information:
 If your employee leaves whilst on maternity leave, the employee will be
entitled to the remainder of the SMP due in the final payslip.
 If your employee leaves whilst on SSP (Sick Pay) we will issue an SSP 1
Form, for you to pass onto your employee.
Once we have calculated the final payroll, we will send you a P45 for you to
pass onto the leaver (please be aware duplicate P45’s cannot be issued).
If you will be recruiting a new employee, please let us know so we can send
you the new starter forms. If you are not recruiting another member of staff,
and you would like us to close the payroll scheme you must inform us of this in
writing.
If you receive a payslip for an employee that has left, you CANNOT use this for
another employee and must contact the payroll department straight away so
that the payroll can be corrected.

Please use the below link for online submission of a new employee’s details
www.cognitoforms.com/DavidHowardLtd/PASStarterFormNonManaged2

For more information please
contact our office at
payroll@davidhoward.co.uk
or on 0208 977 3559

Helpful Contact Information
Here is a list of telephone numbers and websites that you may find helpful.
Please also add your funding body’s contacts to this list, and any other
numbers that may help you.

Funding Body
Phone:

Email:

HMRC
Phone: 0300 200 3200

Website: www.gov.uk

ACAS
Phone: 0300 123 1100

Website: www.acas.org.uk

Mark Bates – Premier Care (insurance)
Phone: 01476 512 190

Website: www.markbatesltd.com

Fish (insurance)
Phone: 0333 331 3770

Website: www.fishinsurance.co.uk

David Howard Payroll
Phone: 0208 977 3559

Other Contact Information

Email: payroll@davidhoward.co.uk

Our Payroll Services
At dhpayroll we provide a simple payroll solution that offers a comprehensive range
of payroll services to all direct payment users.

Our range of services include:










Set up or Transfer a Payroll
Complete management of the payroll processing
PaySAFE, our online portal for all your payroll documentation
Text messaging reminder service FREE OF CHARGE
Complete Auto Enrolment pension solution FREE OF CHARGE
Managed Account service (with Payroll)
Managed Account service (without Payroll) – paying agency invoices only
Excellent support service for all your payroll queries
Friendly experienced staff

We are committed to providing solutions to all the challenges you may face with your
payroll and will provide you with full support along the way.
You can choose from our full range of services and build up a service that best suits
your need. We aim to offer a bespoke service for each service user and are flexible in
our approach to working with you.

For more information on how we can help you, please contact us as follows:
(t) 020 8977 3559 (e) payroll@davidhoward.co.uk (w) www.dhdirectpayments.co.uk

PaySAFE and E-Services
As part of our ongoing commitment to provide our highest quality of payroll service to you,
we are very excited to announce the arrival of our PaySAFE and E-Services, which we are
providing to you at no additional cost.
Our PaySAFE service oﬀers you:
 A faster, more eﬃcient and secure* way to receive your payroll - no need to
wait for the paperwork to arrive or problems with lost post.
 To assist in the administration of your Auto-enrolment pension responsibilities.
 The ability to forward this information to the funding bodies for ﬁnancial monitoring
 Eliminates the need to pay for reprints of misplaced paper copies
 The ﬂexibility to easily access computer records of all your payroll information
Using our Payroll Input forms oﬀers you:
 A faster, more eﬃcient and secure* way to submit your payroll
 A guarantee that your payroll information will be received for processing
 To avoid mistakes arising from misunderstood instructions and ensure all necessary
information is provided ﬁrst time
Text Messaging Service:
 Subscribe to our text message service to receive text message reminders
for submitting your payroll information.
For more information on how we can help you, please contact us as follows:
(t) 020 8977 3559 (e) payroll@davidhoward.co.uk (w) www.dhdirectpayments.co.uk

Registration Form
Employer’s Name
Name of person DP scheme is for
(if different from registered employer)

Is the DP scheme for a child
(up to age of 18 years old) and the parent is the
registered employer?

Employer’s National Insurance
Number
Employer’s Date of Birth
Address Line 1
Line 2
Line 3
Line 4
Postcode
Telephone Number
Mobile Number
Email Address
Free PaySAFE Online Payroll Portal
saving the £2+VAT per month postage fee

Free Text Reminder Service
For clients submitting timesheets

YES

NO

YES

NO

Funding Body
Case Worker Name (if applicable)
Supporting Body Contact (if applicable)
Ongoing Support Contact (if applicable)
Total Hours Funded For
Employers Signature:

Date:
*

FOR THE EMPLOYER:

New Employee Starter Form

It is your responsibility to ensure your new worker’s right to work in the UK before you
employ them and complete the appropriate right to work checks. For advice please speak to
your direct payment support service or employment law advisor through your insurance
policy. Failure to complete these checks may lead to prosecution.

Employer’s Details
Employer’s name
Payroll number (if known)

EMPLOYEE SECTION:
This section is to be completed by the employee

Employee's personal details
Last name or family name
First name(s)
Are you male or female?

Male

Female

Date of birth
dd/mm/yyyy

Home address
Address line 1
Address line 2
Address line 3
Address line 4
Postcode

National Insurance number
(i.e. XX 12 34 56 X)

Employee statement
You only need to complete this section of the form if you do not have a P45 from your last employer which was
issued in the current financial year. If you do not have a P45 and need to complete this section of the form
please make sure that you complete both sections before signing.
Please tick only one of the following statements A, B or C.
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A

This is my first job since last 6 April and I have not been receiving taxable Jobseeker's Allowance,
Employment and Support Allowance, taxable Incapacity Benefit, State or Occupational Pension

B

This is now my only job but since last 6 April I have had another job, or received taxable
Jobseeker's Allowance, Employment and Support Allowance or taxable Incapacity Benefit. I do
not receive a State or Occupational Pension.

C

As well as my new job, I have another job or receive a State or Occupational Pension.

Employment start date
dd/mm/yyyy
P45 attached

Yes

No

Student Loan
Do you have a student loan which is not fully repaid? Circle one.
YES

NO

Are you paying your Student Loan to the Student Loans Company by agreed monthly payments? Circle one.
YES
NO
Student Loan Plans
You will have a Plan 1 Student Loan if:

You lived in Scotland or Northern Ireland when you started your course, or

You lived in England or Wales and started your course before 1 September 2012
You will have a Plan 2 Student Loan if you lived in England or Wales and started your course on or after 1
September 2012
What type of Student Loan do you have? Circle one.
Plan 1
Did you finish your studies before last 6 April? Circle one.
YES

Plan 2

NO

EMPLOYER SECTION:
This section is to be completed by the employer

Right to Work
This is a requirement for all new employees BEFORE EMPLOYMENT BEGINS. Evidence must
be copied and retained with employee records.
Does the employee hold a UK Passport? Circle one.
YES

NO

Is the employee a British citizen? Circle one.
YES

NO
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If you have circled ‘No’ to either of these questions then further checks will be required. Please refer to
the Home Office checklist or contact your support service/insurance provider for assistance.
Evidence seen? Circle one.
YES

NO

If necessary, have you completed the right to work checklist? Circle one.
YES

NO

Does the employee have a time-limited right to work? Circle one.
YES

NO

If ‘Yes’ please advise follow-up date

Pay Details
IF YOUR EMPLOYEE’S HOURS CHANGE IN THE FUTURE YOU MUST INFORM US
Normal gross pay rate
£
hour
Weekend gross pay rate
£
hour
Bank hol gross pay rate
£
hour

Per
Per
Per

Please tick one of the following boxes:

1.Employee working same hours each week
2. Employee working different hours each week
3. Cover carer only
If you ticked box 1, please put in the number of hours each day:

Mon

Tues

Wed

Thurs

Fri

Sat

Sun

Hours:

By returning this form to David Howard Ltd. You confirm that your new
employee is eligible to work in the UK.
Employer’s Signature:………………………………………………
Employee’s Signature:………………………………………………
Date:…………/………/……………
Please ensure ALL parts of the form are completed before sending to payroll. Any
incomplete or incorrect forms will cause delays in your payroll being run.
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PAS Timesheet
The best way to submit your hours is via email or online timesheet our email address is
payroll@davidhoward.co.uk , or please follow this link for the online timesheet
www.cognitoforms.com/DavidHowardLtd/Timesheet

Employer’s name:

Account/reference number:

Month:

Pay rates
Rate 1
Rate 2
B/hols
Other

Employee’s name:

Employee’s name:

Rate 1

Rate 1

Rate 2

Rate 2

B/hols

B/hols

Other

Other

Holiday at rate 1

Holiday at rate 1

Holiday at rate 2

Holiday at rate 2

Employee’s name:

Employee’s name:

Rate 1

Rate 1

Rate 2

Rate 2

B/hols

B/hols

Other

Other

Holiday at rate 1

Holiday at rate 1

Holiday at rate 2

Holiday at rate 2

*

Our Payroll Services
New services, new solutions and a reduction in payroll fees
Our comprehensive range of payroll services at an unbelievable price
Payroll
Requirement


Our Price

1 payslip

Our Service

£8.00 +VAT per payslip



£6.00 + VAT per payslip



£5.00 + VAT per payslip



Includes payslip, AE pension, monthly reports and full
payroll support service, online payroll portal and text
reminder service.

£4.00 +VAT per payslip



Includes payslip, AE pension, monthly reports and full
payroll support service, online payroll portal and text
reminder service.

£2.00 +VAT per PA



Our online portal holds all of your documents, but we
are happy to provide post copies for a small charge.

£30.00 + VAT



Setting up a new payroll with us, including registering
with HMRC

£3.50 + VAT per month



If you have no employees being paid through the
payroll, we will submit the necessary return.

£2.50 + VAT per month



Your monthly FPS and EPS HMRC submissions.




2-5 payslips



6-10 payslips



11+ payslips







Postage



Payroll set-up fee



NIL submission













RTI submission

Managed account
service
Additional charges

Includes payslip, AE pension, monthly reports and full
payroll support service, online payroll portal and text
reminder service.
Includes payslip, AE pension, monthly reports and full
payroll support service, online payroll portal and text
reminder service.


£10.00 +VAT per month 


Quotes on request



For more information on our Managed account service
please contact us or your funding body.
Additional charges may apply for any extra work
completed which is not listed above.

For more information on how we can help you, please contact us as follows:
(t) 020 8977 3559 (e) payroll@davidhoward.co.uk (w) www.dhdirectpayments.co.uk

Instruction to your
Bank or Building Society
to pay by Direct Debit
Please fill in the whole form using a ball point pen and send it to:

c/o Amy Wheller
David Howard Ltd
1 Park Road
Hampton Wick
Surrey
KT1 4AS

Originator's Identification Number

2

4

2

2

1

2

Reference Number

Name(s) of Account Holder(s)

- DAVID HOWARD LTD
Instruction to your Bank or Building Society
Please pay David Howard Limited Direct Debits from the account detailed in
this Instruction subject to the safeguards assured by the Direct Debit Guarantee.
I understand that this Instruction may remain with David Howard Limited and,
if so, details will be passed electronically to my Bank/Building Society.

Bank/Building Society account number

Branch Sort Code

Name and full postal address of your Bank or Building Society
To: The Manager

Bank/Building Society

Address

Signature(s)

Postcode

Date

Banks and Building Societies may not accept Direct Debit Instructions from some types of account

*
DDI2

This guarantee should be detached and retained by the Payer.

The
Direct Debit
Guarantee
This Guarantee is offered by all Banks and Building Societies that take part in the Direct Debit Scheme.
The efficiency and security of the Scheme is monitored and protected by your own Bank or Building Society.
If the amounts to be paid or the payment dates change David Howard Limited will notify you 10 working days in advance of your account
being debited or as otherwise agreed.
If an error is made by David Howard Limited or your Bank or Building Society, you are guaranteed a full and immediate refund from your
branch of the amount paid.
You can cancel a Direct Debit at any time by writing to your Bank or Building Society.
Please also send a copy of your letter to us.

Dear Sirs

PAYROLL SERVICES
Thank you for engaging us for the provision of payroll services. This letter, our standard terms of business
(enclosed) and schedule of payroll services (enclosed) set out the basis on which these are to be provided.
Together these state your and our responsibilities in relation to the work to be carried out.
We are bound by the code of ethics of Institute of Chartered Accountants in England and Wales and accept
instructions to act for you on the basis that we will act in accordance with those ethical guidelines.
This letter supersedes any previous engagement letter for the period covered. The terms set out in this letter
shall take effect immediately upon your countersigning this letter and returning it to us. If we are instructed to
start work before receiving a signed copy of this letter we will treat that as acceptance of all the terms of this
engagement letter, unless we hear from you to the contrary within 14 days of you giving that instruction.

Further assistance
If at any time you would like to discuss with us how our service to you could be improved, or if you are
dissatisfied with the service you are receiving, please let us know by contacting Mrs Emma Barnes on 020 8977
3559. Further details are set out in our standard terms of business, section 8.
There are many areas where we can be of assistance and we shall be pleased to discuss any matters with you.
You can find a full list of our services on our websites
at www.davidhoward.co.uk and www.dhdirectpayments.co.uk

Confirmation of your agreement
If you cancel this contract, we will reimburse you for all payments received from you which do not relate to
services provided.
In providing you with this letter of engagement, our standard terms of business and, where applicable, the
written notice of your right to cancel we have complied with necessary contracts regulations where applicable.
Please confirm your agreement to the terms of this letter and associated schedules by electronic authorisation
by signing and submitting below. Once it has been agreed, this letter will remain effective until it is replaced.
This letter, together with the attached schedules, constitutes the entire contract between us. You or we may
agree to vary or terminate our authority to act on your behalf at any time without penalty. Notice of variation or
termination must be given in writing.

If this letter and the attached schedules are not in accordance with your understanding of our terms of
appointment, please contact us.
Yours faithfully

David Howard
We confirm that we have read and understood the contents of this letter and agree that it accurately reflects the
services that we have instructed you to provide.

Signature

Date

*

SECTION 1. STANDARD TERMS OF BUSINESS / LIMITATION OF LIABILITY
1.01 STANDARD TERMS OF BUSINESS
The purpose of this schedule is to set out the standard terms of business that apply to all engagements accepted.
All work carried out is subject to these terms except where changes are expressly agreed in writing.
These standard terms of business are applicable to all types of entities (e.g. companies, LLPs, charities, friendly
societies, academies, pension schemes, etc.). Any reference therefore to ‘director’ or ‘company’ should be
interpreted as appropriate for the entity type (e.g. partner, trustee, governor, charity, LLP, etc.).
1

Professional obligations

1.1

As required by the Provision of Services Regulations 2009 (SI 2009/2999), details of the firm’s
professional registrations, including audit registration where applicable, can be found on our website at
http://www.davidhoward.co.uk/services/regulatory-information

1.2

We will observe and act in accordance with the bye-laws and regulations of our professional body, the
Institute of Chartered Accountants in England and Wales, together with their code of ethics. We accept
instructions to act for you on this basis. In particular you give us authority to correct errors made by HM
Revenue & Customs where we become aware of them. We will not be liable for any loss, damage or cost
arising from our compliance with statutory or regulatory obligations.
Professional indemnity insurance

1.3

In accordance with the disclosure requirements of the Provision of Services Regulations 2009, details of
our professional indemnity insurer is as detailed on our website at
http://www.davidhoward.co.uk/services/regulatory-information. The territorial coverage is worldwide
excluding professional business carried out from an office in the United States of America or Canada and
excludes any action for a claim brought in any court in the United States of America or Canada.

2

Investment services

2.1

We are not authorised by the Financial Conduct Authority to conduct Investment Business. If you require
investment business services we will refer you to a firm authorised by the Financial Conduct Authority.

3

Client monies

3.1

We may operate services relating to invoices, wages, tax and other payments from designated client
bank accounts. These client bank accounts are the property of the client/funding body and the funds are
never transferred to David Howard Limited except for the settlement of our fees on agreed terms.
We may, from time to time, in exceptional circumstances hold money on your behalf in a trust in a client
bank account, which is segregated from the firm’s funds. The Trust account will be operated, and all
funds dealt with, in accordance with the Clients’ Money Regulations of our professional body, and will
only be used where it is not possible to receive/pay funds through the usual designated client bank
account.

3.2

We will return monies held on your behalf promptly as soon as there is no longer any reason to retain
those funds. In the unlikely event of us holding any unclaimed monies we reserve the right to pay such
monies to a registered charity in line with the guidelines set out in the Clients’ Money Regulations referred
to above. We will not do this unless we have been unable to contact you for at least five years and we
have taken reasonable steps to trace you and return the monies.

3.3

We are required under the client money regulations to appoint an alternate to administer the client bank
account in the event of the death or incapacity of the principal. The alternate appointed by the company is
Philip Lane of David Howard Limited.

4

Invoices

4.1

Our invoices are determined by a standard price list which we communicate to you at engagement and
subsequently as amended. We may agree fixed fee prices with you under certain circumstances and
these would be agreed in writing.

4.2

Invoices are payable in full (including disbursements) in accordance with the terms set out on the invoice.
If you do not accept that an invoiced fee is fair and reasonable you must notify us within 21 days of
receipt, failing which you will be deemed to have accepted that payment is due.

4.3

We usually request that clients make arrangements to pay invoices by completion of a Direct Debit
mandate. If set up, Standing orders will be applied to invoices arising from work agreed in this letter of
engagement for the current and ensuing years.

4.4

We reserve the right to charge interest on overdue accounts at the current rate under the Late Payment
of Commercial Debts (Interest) Act 1998. We also reserve the right to terminate our engagement and
cease acting if payment of any invoices billed is unduly delayed. We do in some circumstances accept
settlement of invoices by certain credit cards.

4.5

If a client company, trust or other entity is unable or unwilling to settle our invoices, we reserve the right to
seek payment from the individual (or parent company) giving us instructions on behalf of the client, and
we shall be entitled to enforce any sums due against the group company or individual nominated to act
for you.

4.6

Insofar as we are permitted to so by law or by professional guidelines, we reserve the right to exercise a
lien over all funds, documents and records in our possession relating to all engagements for you until all
outstanding invoices and disbursements are paid in full.

4.7

In the event that we cease to act in relation to your payroll affairs you agree to meet all reasonable costs
of providing information to the company’s new advisers. In particular you agree to meet these costs
where we are required by law to provide information to a successor firm.

5

Retention of and access to records

5.1

During the course of our work we will collect information from you and others acting on your behalf and
will return any original documents to you following the preparation /audit of your financial
statements/returns. You should retain these records for 3 years from the end of the tax year to which they
relate. You should retain them for longer if HMRC enquire into your PAYE affairs.

5.2

Whilst certain documents may legally belong to you, unless you tell us not to, we intend to destroy
correspondence and other papers that we store which are more than seven years old, other than
documents which we consider to be of continuing significance. If you require retention of any document
you must notify us of that fact in writing.

6

Confidentiality

6.1

We confirm that where you give us confidential information we shall at all times keep it confidential,
except as required by law or as provided for in regulatory, ethical or other professional statements
relevant to our engagement, or where you specifically authorise us to divulge information to third parties.

7

Quality control

7.1

As part of our ongoing commitment to providing a high quality service, we continually monitor and adapt
our systems and processes to minimise risk of errors and respond to any feedback given to us by our
clients and self review.
Dealing with HM Revenue & Customs

7.2

When dealing with HMRC on your behalf we are required to be honest and to take reasonable care to
ensure that your returns are correct. To enable us to do this, you are required to be honest with us and to
provide us with all necessary information in a timely manner. For more information about ‘Your Charter’
for your dealings with HMRC, see www.hmrc.gov.uk/charter/index.htm . To the best of our abilities, we
will ensure that HMRC meet their side of the Charter in their dealings with you.

7.3

In performing our services, we will ensure that our quality control procedures follow high professional
standards so that, in the unlikely event that HMRC consider any of your tax returns with which we assist
to be inaccurate, we will be able to help you demonstrate to HMRC that reasonable care has been taken
in the performance of our work, thereby significantly reducing the possibility of an inaccuracy penalty
being imposed. To further reduce the possibility of an inaccuracy penalty, you will remain responsible for

maintaining good quality supporting records for each return, for providing us with all relevant information
and explanations and for acting on any advice that we give you.
8

Help us to give you the right service

8.1

We are committed to providing you with a high quality service that is both efficient and effective. If at any
time you would like to discuss with us how our service to you could be improved, or if you are dissatisfied
with the service you are receiving, please let us know, by contacting you client relationship Manager.

8.2

We undertake to look into any complaint carefully and promptly and do all we can to explain the position
to you. If we do not answer your complaint to your satisfaction you may of course take up the matter with
our professional body.

8.3

In order for us to provide you with a high quality service on an ongoing basis it is essential that you
provide us with relevant records and information when requested, reply to correspondence in a timely
manner and otherwise follow the terms of the agreement between us set out in this Standard Terms of
Business and associated Engagement schedules. We therefore reserve the right to cancel the
engagement between us with immediate effect in the event of:
•
•
•

8.4

your insolvency, bankruptcy or other arrangement being reached with creditors;
failure to pay our invoices by the due dates;
either party being in breach of their obligations where this is not corrected within 30 days of being
asked to do so.
A detailed schedule outlining further details relating to the performance of our services will be provided to
you on our Service Level Agreement.

9

Applicable law

9.1

This engagement letter is governed by, and construed in accordance English law. The Courts will have
exclusive jurisdiction in relation to any claim, dispute or difference concerning this engagement letter and
any matter arising from it. Each party irrevocably waives any right it may have to object to any action
being brought in those courts, to claim that the action has been brought in an inappropriate forum, or to
claim that those courts do not have jurisdiction.

9.2

If any provision in this Standard Terms of Business or any associated engagement schedules, or its
application, are found to be invalid, illegal or otherwise unenforceable in any respect, the validity, legality
or enforceability of any other provisions shall not in any way be affected or impaired.

10

Changes in the law, in practice or in public policy

10.1

We will not accept responsibility if you act on advice previously given by us without first confirming with us
that the advice is still valid in light of any change in the law, public policy or your circumstances.

10.2

We will accept no liability for losses arising from changes in the law or the interpretation thereof, practice,
or public policy that are first published after the date on which the advice is given to the fullest extent
permitted by applicable law.

11

Internet communication

11.1

Unless you instruct us otherwise we may, where appropriate, communicate with you and with third parties
via email or by other electronic means. However, internet communications are capable of data corruption
and therefore we do not accept any responsibility for changes made to such communications after their
despatch. It may therefore be inappropriate to rely on advice contained in an e-mail without obtaining
written confirmation of it. We do not accept responsibility for any errors or problems that may arise
through the use of internet communication and all risks connected with sending commercially sensitive
information relating to your business are borne by you. If you do not agree to accept this risk, you should
notify us in writing that e-mail is not an acceptable means of communication. We will never change our
bank details without confirming this to you by posted letter. Any emailed or telephoned communications
appearing to be from us which are not confirmed by post are fake and we accept no liability for any loss
caused to you through accepting such communications as genuine. Similarly always give us by hand or
by post (as well as by email) details of your bank account.

11.2

It is the responsibility of the recipient to carry out a virus check on any attachments received.

12

Data Protection

12.1

To enable us to discharge the services agreed under our engagement, and for other related purposes
including updating and enhancing client records, analysis for management purposes and statutory
returns, crime prevention and legal and regulatory compliance, we may obtain, use, process and disclose
personal data about you / your business / company / partnership / its officers and employees and
shareholders. We confirm when processing data on your behalf that we will comply with the relevant
provisions of applicable data protection legislation. You will also ensure that any disclosure of personal
data to us complies with such legislation. If you supply us with any personal data or confidential
information you shall ensure you have full informed consent to pass it to us and will fully indemnify and
hold us harmless if you do not have such consent and that causes us loss. If you are supplying us with
personal data on the basis of a power of attorney for anyone you must produce to us an original or
certified copy of the power of attorney on demand.

12.2

Applicable data protection regulation places express obligations on you as a data controller where we as
a data processor undertake the processing of personal data on your behalf. An example would be where
we operate a payroll service for you. We therefore confirm that we will at all times use our reasonable
endeavours to comply with the requirements of applicable data protection regulation when processing
data on your behalf. In particular we confirm that we have adequate security measures in place and that
we will aim to comply with any obligations equivalent to those placed on you as a data controller.

12.3

We will notify you within 10 working days if an individual asks for copies of their personal data, makes a
complaint about the processing of personal data or serves a notice from a relevant data protection
authority. You and we will consult and cooperate with each other when responding to any such request,
complaint or notice. If an individual whose data you have supplied to us or which we are processing on
your behalf asks us to remove or cease processing that data we shall be entitled to do so where required
to by law.

12.4

We may export personal data you supply to us outside the EU/EEA/UK for the purposes of storage and
data processing. We will ensure all such data export is compliant with relevant data protection legislation.
You consent to such data export. Where cloud based services are to be used you may be subject to our
cloud services terms and conditions.

12.5

We will answer your reasonable enquiries to enable you to monitor compliance with this clause.

13

Limitation of third party rights

13.1

Persons who are not party to this agreement shall have no rights 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 which exists or is available otherwise than pursuant to that Act.

13.2

The advice we give you is for your sole use and is confidential to you and will not constitute advice for any
third party to whom you may communicate it, unless we have expressly agreed in writing that a specified
third party may rely on our work. We will accept no responsibility to third parties, including any group
company to whom the engagement letter is not addressed, your spouse nor any family member of yours
or your employer, for any aspect of our professional services or work that is made available to them.

14

Client identification

14.1

In common with other professional firms, we are required by the Proceeds to Crime Act 2002 and the
Money Laundering Regulations 2017 to:
•

Maintain identification procedures for clients, beneficial owners of clients, and persons purporting to
act on behalf of clients;
• Maintain records of identification evidence and the work undertaken for the client; and
• Report in accordance with the relevant legislation and regulations.
We have a statutory obligation under the above legislation to report to the National Crime Agency (NCA)
any reasonable knowledge or suspicion of money laundering. Any such report must be made in the
strictest confidence. In fulfilment of our legal obligations, neither the firm’s principals nor may staff enter
into any correspondence or discussions with you regarding such matters.

14.2

If we are not able to obtain satisfactory evidence of your identity and where applicable that of the
beneficial owners, we will not be able to proceed with the engagement.

15

General Limitation of liability

15.1

We will provide our services with reasonable care and skill. Our liability to you is limited to losses,
damages, costs and expenses caused by our negligence or wilful default. However, to the fullest extent
permitted by law, we will not be responsible for any losses, penalties, surcharges, interest or additional
tax liabilities where you or others supply incorrect or incomplete information, or fail to supply any
appropriate information or where you fail to act on our advice or respond promptly to communications
from us or the tax authorities. Further, we will not be liable to you for any delay or failure to perform our
obligations if the delay or failure is caused by circumstances outside our reasonable control. Subject to
clause15.5 below our liability to you shall be limited as set out in our engagement or other client letter.

15.2

You will not hold us, our principal(s)/director(s), shareholders and staff, responsible, to the fullest extent
permitted by law, for any loss suffered by you arising from any misrepresentation (intentional or
unintentional) supplied to us orally or in writing. This applies equally to fraudulent acts, misrepresentation
or wilful default on the part of any party to the transaction and their directors, officers, employees, agents
or advisers. However, this exclusion shall not apply where such misrepresentation, withholding or
concealment is or should (in carrying out the procedures which we have agreed to perform with
reasonable care and skill) have been evident to us without further enquiry.

15.3

You agree that you will not bring any claim in connection with services we provide to you against any of
our partners, shareholders, directors or employees personally.

15.4

Our work is not, unless there is a legal or regulatory requirement, to be made available to third parties
without our written permission and we will accept no responsibility to third parties for any aspect of our
professional services or work that is made available to them. You agree to indemnify us and our agents
in respect of any claim (including any claim for negligence) arising out of any unauthorised disclosure by
you or by any person for whom you are responsible of our advice and opinions, whether in writing or
otherwise. This indemnity will extend to the cost of defending any such claim, including payment at our
usual rates for the time that we spend in defending it and our legal invoices on an indemnity basis.

15.5

Nothing in this agreement shall exclude or limit our liability for death or personal injury caused by
negligence nor for fraudulent misrepresentation or other fraud which may not as a matter of applicable
law be excluded or limited.

16

Intellectual property rights and use of our name

16.1

We will retain all intellectual property rights in any document prepared by us during the course of carrying
out the engagement except where the law specifically states otherwise. You may only use such rights to
the extent we agreed when engaged to provide services to you and may not resell or sublicense such
rights without our further prior consent.

16.2

You are not permitted to use our name in any statement or document that you may issue unless our prior
written consent has been obtained. The only exception to this restriction would be statements or
documents that in accordance with applicable law are to be made public.

17

Interpretation

17.1

If any provision of our engagement letter or terms of business is held to be void for whatever reason, then
that provision will be deemed not to form part of this contract, and no other provisions will be affected or
impaired in any way. In the event of any conflict between these terms of business and the engagement
letter or appendices, the relevant provision in the engagement letter or schedules will take precedence.

18

Disengagement

18.1

If we resign or are asked to resign, we will normally issue a disengagement letter to ensure that our
respective responsibilities are clear.

SECTION 2. PAYROLL SERVICES
2.01 PAYROLL, REAL TIME INFORMATION (RTI) REPORTING, YEAR END RETURNS
AND AUTO-ENROLMENT
The purpose of this schedule and the Standard Terms of Business is to set out the basis on which we are to act
as accountants and advisors with regard to operating your payroll, including ongoing auto-enrolment pension
services if applicable, and to clarify our respective responsibilities in respect of that work.
1

Your responsibilities

1.1

You are legally responsible for:
(a)

ensuring that the data in your payroll submissions is correct and complete;

(b)

complying with auto-enrolment obligations;

(c)

making any submissions by the due date; and

(d)

paying tax ,NIC and Apprenticeship Levy (if applicable) on time.

Failure to do any of the above may lead to penalties and/or interest.
1.2

Employers cannot delegate these legal responsibilities to others. You agree to check that submissions
we have prepared for you are correct and complete before approving them.

1.3

You are no less responsible for errors in unapproved returns, submitted on the basis of the information
provided to and processed by us, than if you had confirmed your approval of the returns.

1.4

Our payroll team will provide you with specific details of the information we require and when we need to
have this information from you. You agree to provide the information they request. You recognise that
where information is not provided to us within the timeframe we outline, we are not responsible for any
delays for payments to employees or HMRC. Similarly, we are not responsible for any penalties imposed
by HMRC.

1.5

If we do not hear from you by the deadline, subject to any other agreement between us, we will take your
silence as your approval for us to submit the return.

1.6

If the information required to complete the payroll services set out above is received later than the dates
agreed with us, we will still endeavour to process the payroll and returns to meet the filing deadlines; but
we will not be liable for any costs or other losses arising if the payroll is late or the returns are filed late in
these circumstances. We may charge an additional fee for work carried out in a shorter time period.

1.7

You will be responsible for managing any childcare scheme operated for the benefit of your employees
and for contacting us where you require advice as to available exemption levels.

1.8

You will be responsible for completing the checks on a new employee’s eligibility to live and work in the UK
in accordance with the Governments Code of Practice Preventing Illegal Working and the Asylum and
Immigration Act 1996, s. 8.

1.9

You will be responsible for monitoring the annual leave entitlement of your employees and dealing with all
aspects, legal or otherwise, of being an employer. In particular, you will be responsible for ensuring that
your workers are paid at least the National Minimum Wage or National Living Wage (depending on which
applies).

1.10

HMRC will send you an agent authorisation code which expires within 30 days of issue. Please send this
to us as soon as you receive it. This code will enable us to register as your agent with HMRC, and
authorises HMRC to communicate with us as your agent, although they consider that you should still take
‘reasonable care’ over your tax affairs.

1.11

You will forward to us any communications received from HMRC, in sufficient time to enable us to deal
with matters arising as may be necessary within the requisite time limits. Although HMRC have the
authority to communicate with us, it is essential that you let us have copies of any correspondence
received from HMRC to avoid any breakdown in communication.

1.12

1.13

Regarding auto-enrolment on workplace pensions, you will provide all new staff with the required autoenrolment information. In addition, you will provide us with complete and accurate information regarding:
(a)

your employees and pension contributions due from them;

(b)

details of your employer contributions;

(c)

information of all new staff, including their auto-enrolment status, before you first pay them;

(d)

if an employee changes their status regarding auto-enrolment, or details of any changes in
employee working so that we can determine whether the employment status has changed in
relation to auto-enrolment; and

(e)

the performance of spot-checks on the information that we hold in order to monitor its accuracy.

Regarding the Apprenticeship Levy applicable from April 2017, you will be responsible for:
(a)

determining whether you are liable to pay the levy based on your previous and expected annual
pay bill (both at the start of the tax year, and should the expected pay bill change during the
year); and

(b)

setting up and managing the digital apprenticeship service account, into which any levy paid is
recorded and held by the Government.

2

Our responsibilities

2.1

We will prepare your UK payroll for each payroll period to meet UK employment tax requirements,
specifically:

2.2

(a)

calculating the pay as you earn (PAYE) deductions including, if applicable, at the Scottish rate of
income tax;

(b)

calculating the employees’ National Insurance Contributions (NIC) deductions;

(c)

calculating the employer’s NIC liabilities;

(d)

calculating statutory payments, for example Statutory Sick Pay and/or Statutory Maternity Pay;

(e)

calculating the pension contributions (employer and employee);

(f)

calculating the Apprenticeship Levy, if applicable;

(g)

calculating other statutory and non statutory deductions; and

(h)

submitting information online to HMRC under Real Time Information (RTI) for PAYE.

We will prepare and send to you the following documents for each payroll period at or before the time of
payment:
(a)

payroll summary report showing the reconciliation from gross to net for each employee and all
relevant payroll totals. This summary will also show, where relevant, the other details that will be
submitted online to HMRC on or before the employee payment dates – see below.

(b)

the data included within each Full Payment Submission (FPS) for taxable pay and, if relevant,
payrolled benefit-in-kind and expenses, for each employee;

(c)

a payslip for each employee unless not required

(d)

a form P45 for each leaver

(e)

a report showing your PAYE ,NIC and Apprenticeship Levy liability, student loan repayments and
due date for payment, and

(f)

a report showing your pension contributions payable in respect of each employee so as to meet
the requirements of the workplace pension automatic enrolment scheme(s) of which they are
members, and the due date(s) for payment.

You must let us know, immediately and prior to the employee payment dates and HMRC reporting
dates (see below), if you believe any of the data shown in these documents is incorrect.
2.3

We will prepare your FPS reports including all details required and based on the information provided by
you. We will submit FPS online to HMRC prior to or at the time that employees are paid. Where you
have no payments to make to HMRC in a particular month (or the payment you are making to HMRC has
been reduced by statutory payments, employment allowance or construction industry scheme deductions
suffered), or the Apprenticeship Levy is being paid, we will prepare and submit the required Employer
Payment Summary (EPS) by the 19th of the month following the tax month to which they relate. If an error
is made with regard to an earlier tax year, an Earlier Year Update (EYU) report may be required.

2.4

As you are legally responsible for the accuracy of these returns, you must review the payroll summaries
that we send to you and inform us if any of the information that we hold is incorrect:


2.5

2.6

If we don’t hear from you before the FPS (or EPS) submission date, we will take that as your approval
for us to submit the return.
 If you require us to make a correction after the FPS (or EPS) has been submitted, you will let us know
as soon as possible and, ideally, before the next payroll run.
At the end of each tax year, we will:
(a)

prepare the final FPS (or EPS) and submit this to HMRC after the data to be included therein has
been approved by you; (the due date for submitting final FPS is on or before the last contractual
payday of the tax year, failing which, the final EPS for the year must reach HMRC by 19 April
following the end of the tax year); and

(b)

prepare and send to you Form P60 for each employee on the payroll at the year-end so you can
give them to employees by the statutory due date of 31 May following the end of the tax year;

If payrolling benefits-in-kind and/or expenses, at the end of the tax year we will:
(a)

prepare and send to you a statement for every employee for whom benefits-in-kind have been
payrolled, identifying every benefit provided to each employee during the tax year and the cash
equivalent of each benefit treated as PAYE income so you can give them to employees by the
statutory due date of 31 May following the end of the tax year;

(b)

give you details of the Class 1A NIC on payrolled benefits-in-kind which will need to be accounted
for on form P11D(b), and the due date for payment;

(c)

give you details of the Class 1A NIC on expenses accounted for in the payroll which will need to
be accounted for on form P11D(b), and the due date for payment; and

(d)

give you the figures that need to be included on forms P11D to account for income tax in respect
of expenses for which Class 1 NIC has been accounted for in the payroll.

2.7

We will deal with and, where necessary, process any adjustments to your payroll communicated to us by
HMRC via online secure message, for example, code number notifications, student loan repayment
notices, and generic notification notices. We will also submit national insurance number (NINO)
verification requests as appropriate to verify or obtain a NINO for a new employee.

2.8

Where required, we will assist you in calculating an employee’s weekly exemption limit for childcare
benefit purposes.

2.9

Regarding the ongoing work on auto-enrolment on workplace pensions if applicable, whilst we accept no
responsibility for errors or omissions that arise as a result of incorrect data supplied to us, we will:
(a)

deduct from each payroll period the pension contributions as instructed by you;

(b)

pay over the pensions contributions deducted and your employer pension contributions to your
pension provider;

(c)

maintain and preserve the records required for auto-enrolment based on the information you
supply to us;

(d)

maintain information and records that will highlight when the triennial enrolment processes must
occur. We will inform you in advance of this date so that you can make the necessary
communications with the staff member and so that the firm can re-enrol as required;

(e)

assist you in monitoring the status of these employees to determine whether ‘non-eligible’ or
‘entitled workers’ become ‘eligible workers’ and thus require auto enrolment. This review will take
place at the start of each payroll period;

(f)

ensure that new staff are incorporated into the scheme in accordance with your instructions; and

(g)

process any opt-out and opt-in requests and ensure that repayments are made to employees in
accordance with your instructions.

2.10

The scope of our services provided to you will be only as set out above, and all other services which we
may offer are excluded. If you instruct us to do so, we will provide such other taxation ad hoc and
advisory services linked to your payroll as may be agreed from time to time. These services may be the
subject of a separate engagement letter. Where appropriate we will discuss and agree an additional fee
for such work when it is commissioned by you.

2.11

Where specialist advice is required on occasions we may need to seek this from or refer you to
appropriate specialists.

Dear Sirs

PAYROLL SERVICES
Thank you for engaging us for the provision of payroll services. This letter, our standard terms of business
(enclosed) and schedule of payroll services (enclosed) set out the basis on which these are to be provided.
Together these state your and our responsibilities in relation to the work to be carried out.
We are bound by the code of ethics of Institute of Chartered Accountants in England and Wales and accept
instructions to act for you on the basis that we will act in accordance with those ethical guidelines.
This letter supersedes any previous engagement letter for the period covered. The terms set out in this letter
shall take effect immediately upon your countersigning this letter and returning it to us. If we are instructed to
start work before receiving a signed copy of this letter we will treat that as acceptance of all the terms of this
engagement letter, unless we hear from you to the contrary within 14 days of you giving that instruction.

Further assistance
If at any time you would like to discuss with us how our service to you could be improved, or if you are
dissatisfied with the service you are receiving, please let us know by contacting Mrs Emma Barnes on 020 8977
3559. Further details are set out in our standard terms of business, section 8.
There are many areas where we can be of assistance and we shall be pleased to discuss any matters with you.
You can find a full list of our services on our websites
at www.davidhoward.co.uk and www.dhdirectpayments.co.uk

Confirmation of your agreement
If you cancel this contract, we will reimburse you for all payments received from you which do not relate to
services provided.
In providing you with this letter of engagement, our standard terms of business and, where applicable, the
written notice of your right to cancel we have complied with necessary contracts regulations where applicable.
Please confirm your agreement to the terms of this letter and associated schedules by electronic authorisation
by signing and submitting below. Once it has been agreed, this letter will remain effective until it is replaced.
This letter, together with the attached schedules, constitutes the entire contract between us. You or we may
agree to vary or terminate our authority to act on your behalf at any time without penalty. Notice of variation or
termination must be given in writing.

If this letter and the attached schedules are not in accordance with your understanding of our terms of
appointment, please contact us.
Yours faithfully

David Howard
We confirm that we have read and understood the contents of this letter and agree that it accurately reflects the
services that we have instructed you to provide.

Signature

Date

*

SECTION 1. STANDARD TERMS OF BUSINESS / LIMITATION OF LIABILITY
1.01 STANDARD TERMS OF BUSINESS
The purpose of this schedule is to set out the standard terms of business that apply to all engagements accepted.
All work carried out is subject to these terms except where changes are expressly agreed in writing.
These standard terms of business are applicable to all types of entities (e.g. companies, LLPs, charities, friendly
societies, academies, pension schemes, etc.). Any reference therefore to ‘director’ or ‘company’ should be
interpreted as appropriate for the entity type (e.g. partner, trustee, governor, charity, LLP, etc.).
1

Professional obligations

1.1

As required by the Provision of Services Regulations 2009 (SI 2009/2999), details of the firm’s
professional registrations, including audit registration where applicable, can be found on our website at
http://www.davidhoward.co.uk/services/regulatory-information

1.2

We will observe and act in accordance with the bye-laws and regulations of our professional body, the
Institute of Chartered Accountants in England and Wales, together with their code of ethics. We accept
instructions to act for you on this basis. In particular you give us authority to correct errors made by HM
Revenue & Customs where we become aware of them. We will not be liable for any loss, damage or cost
arising from our compliance with statutory or regulatory obligations.
Professional indemnity insurance

1.3

In accordance with the disclosure requirements of the Provision of Services Regulations 2009, details of
our professional indemnity insurer is as detailed on our website at
http://www.davidhoward.co.uk/services/regulatory-information. The territorial coverage is worldwide
excluding professional business carried out from an office in the United States of America or Canada and
excludes any action for a claim brought in any court in the United States of America or Canada.

2

Investment services

2.1

We are not authorised by the Financial Conduct Authority to conduct Investment Business. If you require
investment business services we will refer you to a firm authorised by the Financial Conduct Authority.

3

Client monies

3.1

We may operate services relating to invoices, wages, tax and other payments from designated client
bank accounts. These client bank accounts are the property of the client/funding body and the funds are
never transferred to David Howard Limited except for the settlement of our fees on agreed terms.
We may, from time to time, in exceptional circumstances hold money on your behalf in a trust in a client
bank account, which is segregated from the firm’s funds. The Trust account will be operated, and all
funds dealt with, in accordance with the Clients’ Money Regulations of our professional body, and will
only be used where it is not possible to receive/pay funds through the usual designated client bank
account.

3.2

We will return monies held on your behalf promptly as soon as there is no longer any reason to retain
those funds. In the unlikely event of us holding any unclaimed monies we reserve the right to pay such
monies to a registered charity in line with the guidelines set out in the Clients’ Money Regulations referred
to above. We will not do this unless we have been unable to contact you for at least five years and we
have taken reasonable steps to trace you and return the monies.

3.3

We are required under the client money regulations to appoint an alternate to administer the client bank
account in the event of the death or incapacity of the principal. The alternate appointed by the company is
Philip Lane of David Howard Limited.

4

Invoices

4.1

Our invoices are determined by a standard price list which we communicate to you at engagement and
subsequently as amended. We may agree fixed fee prices with you under certain circumstances and
these would be agreed in writing.

4.2

Invoices are payable in full (including disbursements) in accordance with the terms set out on the invoice.
If you do not accept that an invoiced fee is fair and reasonable you must notify us within 21 days of
receipt, failing which you will be deemed to have accepted that payment is due.

4.3

We usually request that clients make arrangements to pay invoices by completion of a Direct Debit
mandate. If set up, Standing orders will be applied to invoices arising from work agreed in this letter of
engagement for the current and ensuing years.

4.4

We reserve the right to charge interest on overdue accounts at the current rate under the Late Payment
of Commercial Debts (Interest) Act 1998. We also reserve the right to terminate our engagement and
cease acting if payment of any invoices billed is unduly delayed. We do in some circumstances accept
settlement of invoices by certain credit cards.

4.5

If a client company, trust or other entity is unable or unwilling to settle our invoices, we reserve the right to
seek payment from the individual (or parent company) giving us instructions on behalf of the client, and
we shall be entitled to enforce any sums due against the group company or individual nominated to act
for you.

4.6

Insofar as we are permitted to so by law or by professional guidelines, we reserve the right to exercise a
lien over all funds, documents and records in our possession relating to all engagements for you until all
outstanding invoices and disbursements are paid in full.

4.7

In the event that we cease to act in relation to your payroll affairs you agree to meet all reasonable costs
of providing information to the company’s new advisers. In particular you agree to meet these costs
where we are required by law to provide information to a successor firm.

5

Retention of and access to records

5.1

During the course of our work we will collect information from you and others acting on your behalf and
will return any original documents to you following the preparation /audit of your financial
statements/returns. You should retain these records for 3 years from the end of the tax year to which they
relate. You should retain them for longer if HMRC enquire into your PAYE affairs.

5.2

Whilst certain documents may legally belong to you, unless you tell us not to, we intend to destroy
correspondence and other papers that we store which are more than seven years old, other than
documents which we consider to be of continuing significance. If you require retention of any document
you must notify us of that fact in writing.

6

Confidentiality

6.1

We confirm that where you give us confidential information we shall at all times keep it confidential,
except as required by law or as provided for in regulatory, ethical or other professional statements
relevant to our engagement, or where you specifically authorise us to divulge information to third parties.

7

Quality control

7.1

As part of our ongoing commitment to providing a high quality service, we continually monitor and adapt
our systems and processes to minimise risk of errors and respond to any feedback given to us by our
clients and self review.
Dealing with HM Revenue & Customs

7.2

When dealing with HMRC on your behalf we are required to be honest and to take reasonable care to
ensure that your returns are correct. To enable us to do this, you are required to be honest with us and to
provide us with all necessary information in a timely manner. For more information about ‘Your Charter’
for your dealings with HMRC, see www.hmrc.gov.uk/charter/index.htm . To the best of our abilities, we
will ensure that HMRC meet their side of the Charter in their dealings with you.

7.3

In performing our services, we will ensure that our quality control procedures follow high professional
standards so that, in the unlikely event that HMRC consider any of your tax returns with which we assist
to be inaccurate, we will be able to help you demonstrate to HMRC that reasonable care has been taken
in the performance of our work, thereby significantly reducing the possibility of an inaccuracy penalty
being imposed. To further reduce the possibility of an inaccuracy penalty, you will remain responsible for

maintaining good quality supporting records for each return, for providing us with all relevant information
and explanations and for acting on any advice that we give you.
8

Help us to give you the right service

8.1

We are committed to providing you with a high quality service that is both efficient and effective. If at any
time you would like to discuss with us how our service to you could be improved, or if you are dissatisfied
with the service you are receiving, please let us know, by contacting you client relationship Manager.

8.2

We undertake to look into any complaint carefully and promptly and do all we can to explain the position
to you. If we do not answer your complaint to your satisfaction you may of course take up the matter with
our professional body.

8.3

In order for us to provide you with a high quality service on an ongoing basis it is essential that you
provide us with relevant records and information when requested, reply to correspondence in a timely
manner and otherwise follow the terms of the agreement between us set out in this Standard Terms of
Business and associated Engagement schedules. We therefore reserve the right to cancel the
engagement between us with immediate effect in the event of:
•
•
•

8.4

your insolvency, bankruptcy or other arrangement being reached with creditors;
failure to pay our invoices by the due dates;
either party being in breach of their obligations where this is not corrected within 30 days of being
asked to do so.
A detailed schedule outlining further details relating to the performance of our services will be provided to
you on our Service Level Agreement.

9

Applicable law

9.1

This engagement letter is governed by, and construed in accordance English law. The Courts will have
exclusive jurisdiction in relation to any claim, dispute or difference concerning this engagement letter and
any matter arising from it. Each party irrevocably waives any right it may have to object to any action
being brought in those courts, to claim that the action has been brought in an inappropriate forum, or to
claim that those courts do not have jurisdiction.

9.2

If any provision in this Standard Terms of Business or any associated engagement schedules, or its
application, are found to be invalid, illegal or otherwise unenforceable in any respect, the validity, legality
or enforceability of any other provisions shall not in any way be affected or impaired.

10

Changes in the law, in practice or in public policy

10.1

We will not accept responsibility if you act on advice previously given by us without first confirming with us
that the advice is still valid in light of any change in the law, public policy or your circumstances.

10.2

We will accept no liability for losses arising from changes in the law or the interpretation thereof, practice,
or public policy that are first published after the date on which the advice is given to the fullest extent
permitted by applicable law.

11

Internet communication

11.1

Unless you instruct us otherwise we may, where appropriate, communicate with you and with third parties
via email or by other electronic means. However, internet communications are capable of data corruption
and therefore we do not accept any responsibility for changes made to such communications after their
despatch. It may therefore be inappropriate to rely on advice contained in an e-mail without obtaining
written confirmation of it. We do not accept responsibility for any errors or problems that may arise
through the use of internet communication and all risks connected with sending commercially sensitive
information relating to your business are borne by you. If you do not agree to accept this risk, you should
notify us in writing that e-mail is not an acceptable means of communication. We will never change our
bank details without confirming this to you by posted letter. Any emailed or telephoned communications
appearing to be from us which are not confirmed by post are fake and we accept no liability for any loss
caused to you through accepting such communications as genuine. Similarly always give us by hand or
by post (as well as by email) details of your bank account.

11.2

It is the responsibility of the recipient to carry out a virus check on any attachments received.

12

Data Protection

12.1

To enable us to discharge the services agreed under our engagement, and for other related purposes
including updating and enhancing client records, analysis for management purposes and statutory
returns, crime prevention and legal and regulatory compliance, we may obtain, use, process and disclose
personal data about you / your business / company / partnership / its officers and employees and
shareholders. We confirm when processing data on your behalf that we will comply with the relevant
provisions of applicable data protection legislation. You will also ensure that any disclosure of personal
data to us complies with such legislation. If you supply us with any personal data or confidential
information you shall ensure you have full informed consent to pass it to us and will fully indemnify and
hold us harmless if you do not have such consent and that causes us loss. If you are supplying us with
personal data on the basis of a power of attorney for anyone you must produce to us an original or
certified copy of the power of attorney on demand.

12.2

Applicable data protection regulation places express obligations on you as a data controller where we as
a data processor undertake the processing of personal data on your behalf. An example would be where
we operate a payroll service for you. We therefore confirm that we will at all times use our reasonable
endeavours to comply with the requirements of applicable data protection regulation when processing
data on your behalf. In particular we confirm that we have adequate security measures in place and that
we will aim to comply with any obligations equivalent to those placed on you as a data controller.

12.3

We will notify you within 10 working days if an individual asks for copies of their personal data, makes a
complaint about the processing of personal data or serves a notice from a relevant data protection
authority. You and we will consult and cooperate with each other when responding to any such request,
complaint or notice. If an individual whose data you have supplied to us or which we are processing on
your behalf asks us to remove or cease processing that data we shall be entitled to do so where required
to by law.

12.4

We may export personal data you supply to us outside the EU/EEA/UK for the purposes of storage and
data processing. We will ensure all such data export is compliant with relevant data protection legislation.
You consent to such data export. Where cloud based services are to be used you may be subject to our
cloud services terms and conditions.

12.5

We will answer your reasonable enquiries to enable you to monitor compliance with this clause.

13

Limitation of third party rights

13.1

Persons who are not party to this agreement shall have no rights 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 which exists or is available otherwise than pursuant to that Act.

13.2

The advice we give you is for your sole use and is confidential to you and will not constitute advice for any
third party to whom you may communicate it, unless we have expressly agreed in writing that a specified
third party may rely on our work. We will accept no responsibility to third parties, including any group
company to whom the engagement letter is not addressed, your spouse nor any family member of yours
or your employer, for any aspect of our professional services or work that is made available to them.

14

Client identification

14.1

In common with other professional firms, we are required by the Proceeds to Crime Act 2002 and the
Money Laundering Regulations 2017 to:
•

Maintain identification procedures for clients, beneficial owners of clients, and persons purporting to
act on behalf of clients;
• Maintain records of identification evidence and the work undertaken for the client; and
• Report in accordance with the relevant legislation and regulations.
We have a statutory obligation under the above legislation to report to the National Crime Agency (NCA)
any reasonable knowledge or suspicion of money laundering. Any such report must be made in the
strictest confidence. In fulfilment of our legal obligations, neither the firm’s principals nor may staff enter
into any correspondence or discussions with you regarding such matters.

14.2

If we are not able to obtain satisfactory evidence of your identity and where applicable that of the
beneficial owners, we will not be able to proceed with the engagement.

15

General Limitation of liability

15.1

We will provide our services with reasonable care and skill. Our liability to you is limited to losses,
damages, costs and expenses caused by our negligence or wilful default. However, to the fullest extent
permitted by law, we will not be responsible for any losses, penalties, surcharges, interest or additional
tax liabilities where you or others supply incorrect or incomplete information, or fail to supply any
appropriate information or where you fail to act on our advice or respond promptly to communications
from us or the tax authorities. Further, we will not be liable to you for any delay or failure to perform our
obligations if the delay or failure is caused by circumstances outside our reasonable control. Subject to
clause15.5 below our liability to you shall be limited as set out in our engagement or other client letter.

15.2

You will not hold us, our principal(s)/director(s), shareholders and staff, responsible, to the fullest extent
permitted by law, for any loss suffered by you arising from any misrepresentation (intentional or
unintentional) supplied to us orally or in writing. This applies equally to fraudulent acts, misrepresentation
or wilful default on the part of any party to the transaction and their directors, officers, employees, agents
or advisers. However, this exclusion shall not apply where such misrepresentation, withholding or
concealment is or should (in carrying out the procedures which we have agreed to perform with
reasonable care and skill) have been evident to us without further enquiry.

15.3

You agree that you will not bring any claim in connection with services we provide to you against any of
our partners, shareholders, directors or employees personally.

15.4

Our work is not, unless there is a legal or regulatory requirement, to be made available to third parties
without our written permission and we will accept no responsibility to third parties for any aspect of our
professional services or work that is made available to them. You agree to indemnify us and our agents
in respect of any claim (including any claim for negligence) arising out of any unauthorised disclosure by
you or by any person for whom you are responsible of our advice and opinions, whether in writing or
otherwise. This indemnity will extend to the cost of defending any such claim, including payment at our
usual rates for the time that we spend in defending it and our legal invoices on an indemnity basis.

15.5

Nothing in this agreement shall exclude or limit our liability for death or personal injury caused by
negligence nor for fraudulent misrepresentation or other fraud which may not as a matter of applicable
law be excluded or limited.

16

Intellectual property rights and use of our name

16.1

We will retain all intellectual property rights in any document prepared by us during the course of carrying
out the engagement except where the law specifically states otherwise. You may only use such rights to
the extent we agreed when engaged to provide services to you and may not resell or sublicense such
rights without our further prior consent.

16.2

You are not permitted to use our name in any statement or document that you may issue unless our prior
written consent has been obtained. The only exception to this restriction would be statements or
documents that in accordance with applicable law are to be made public.

17

Interpretation

17.1

If any provision of our engagement letter or terms of business is held to be void for whatever reason, then
that provision will be deemed not to form part of this contract, and no other provisions will be affected or
impaired in any way. In the event of any conflict between these terms of business and the engagement
letter or appendices, the relevant provision in the engagement letter or schedules will take precedence.

18

Disengagement

18.1

If we resign or are asked to resign, we will normally issue a disengagement letter to ensure that our
respective responsibilities are clear.

SECTION 2. PAYROLL SERVICES
2.01 PAYROLL, REAL TIME INFORMATION (RTI) REPORTING, YEAR END RETURNS
AND AUTO-ENROLMENT
The purpose of this schedule and the Standard Terms of Business is to set out the basis on which we are to act
as accountants and advisors with regard to operating your payroll, including ongoing auto-enrolment pension
services if applicable, and to clarify our respective responsibilities in respect of that work.
1

Your responsibilities

1.1

You are legally responsible for:
(a)

ensuring that the data in your payroll submissions is correct and complete;

(b)

complying with auto-enrolment obligations;

(c)

making any submissions by the due date; and

(d)

paying tax ,NIC and Apprenticeship Levy (if applicable) on time.

Failure to do any of the above may lead to penalties and/or interest.
1.2

Employers cannot delegate these legal responsibilities to others. You agree to check that submissions
we have prepared for you are correct and complete before approving them.

1.3

You are no less responsible for errors in unapproved returns, submitted on the basis of the information
provided to and processed by us, than if you had confirmed your approval of the returns.

1.4

Our payroll team will provide you with specific details of the information we require and when we need to
have this information from you. You agree to provide the information they request. You recognise that
where information is not provided to us within the timeframe we outline, we are not responsible for any
delays for payments to employees or HMRC. Similarly, we are not responsible for any penalties imposed
by HMRC.

1.5

If we do not hear from you by the deadline, subject to any other agreement between us, we will take your
silence as your approval for us to submit the return.

1.6

If the information required to complete the payroll services set out above is received later than the dates
agreed with us, we will still endeavour to process the payroll and returns to meet the filing deadlines; but
we will not be liable for any costs or other losses arising if the payroll is late or the returns are filed late in
these circumstances. We may charge an additional fee for work carried out in a shorter time period.

1.7

You will be responsible for managing any childcare scheme operated for the benefit of your employees
and for contacting us where you require advice as to available exemption levels.

1.8

You will be responsible for completing the checks on a new employee’s eligibility to live and work in the UK
in accordance with the Governments Code of Practice Preventing Illegal Working and the Asylum and
Immigration Act 1996, s. 8.

1.9

You will be responsible for monitoring the annual leave entitlement of your employees and dealing with all
aspects, legal or otherwise, of being an employer. In particular, you will be responsible for ensuring that
your workers are paid at least the National Minimum Wage or National Living Wage (depending on which
applies).

1.10

HMRC will send you an agent authorisation code which expires within 30 days of issue. Please send this
to us as soon as you receive it. This code will enable us to register as your agent with HMRC, and
authorises HMRC to communicate with us as your agent, although they consider that you should still take
‘reasonable care’ over your tax affairs.

1.11

You will forward to us any communications received from HMRC, in sufficient time to enable us to deal
with matters arising as may be necessary within the requisite time limits. Although HMRC have the
authority to communicate with us, it is essential that you let us have copies of any correspondence
received from HMRC to avoid any breakdown in communication.

1.12

1.13

Regarding auto-enrolment on workplace pensions, you will provide all new staff with the required autoenrolment information. In addition, you will provide us with complete and accurate information regarding:
(a)

your employees and pension contributions due from them;

(b)

details of your employer contributions;

(c)

information of all new staff, including their auto-enrolment status, before you first pay them;

(d)

if an employee changes their status regarding auto-enrolment, or details of any changes in
employee working so that we can determine whether the employment status has changed in
relation to auto-enrolment; and

(e)

the performance of spot-checks on the information that we hold in order to monitor its accuracy.

Regarding the Apprenticeship Levy applicable from April 2017, you will be responsible for:
(a)

determining whether you are liable to pay the levy based on your previous and expected annual
pay bill (both at the start of the tax year, and should the expected pay bill change during the
year); and

(b)

setting up and managing the digital apprenticeship service account, into which any levy paid is
recorded and held by the Government.

2

Our responsibilities

2.1

We will prepare your UK payroll for each payroll period to meet UK employment tax requirements,
specifically:

2.2

(a)

calculating the pay as you earn (PAYE) deductions including, if applicable, at the Scottish rate of
income tax;

(b)

calculating the employees’ National Insurance Contributions (NIC) deductions;

(c)

calculating the employer’s NIC liabilities;

(d)

calculating statutory payments, for example Statutory Sick Pay and/or Statutory Maternity Pay;

(e)

calculating the pension contributions (employer and employee);

(f)

calculating the Apprenticeship Levy, if applicable;

(g)

calculating other statutory and non statutory deductions; and

(h)

submitting information online to HMRC under Real Time Information (RTI) for PAYE.

We will prepare and send to you the following documents for each payroll period at or before the time of
payment:
(a)

payroll summary report showing the reconciliation from gross to net for each employee and all
relevant payroll totals. This summary will also show, where relevant, the other details that will be
submitted online to HMRC on or before the employee payment dates – see below.

(b)

the data included within each Full Payment Submission (FPS) for taxable pay and, if relevant,
payrolled benefit-in-kind and expenses, for each employee;

(c)

a payslip for each employee unless not required

(d)

a form P45 for each leaver

(e)

a report showing your PAYE ,NIC and Apprenticeship Levy liability, student loan repayments and
due date for payment, and

(f)

a report showing your pension contributions payable in respect of each employee so as to meet
the requirements of the workplace pension automatic enrolment scheme(s) of which they are
members, and the due date(s) for payment.

You must let us know, immediately and prior to the employee payment dates and HMRC reporting
dates (see below), if you believe any of the data shown in these documents is incorrect.
2.3

We will prepare your FPS reports including all details required and based on the information provided by
you. We will submit FPS online to HMRC prior to or at the time that employees are paid. Where you
have no payments to make to HMRC in a particular month (or the payment you are making to HMRC has
been reduced by statutory payments, employment allowance or construction industry scheme deductions
suffered), or the Apprenticeship Levy is being paid, we will prepare and submit the required Employer
Payment Summary (EPS) by the 19th of the month following the tax month to which they relate. If an error
is made with regard to an earlier tax year, an Earlier Year Update (EYU) report may be required.

2.4

As you are legally responsible for the accuracy of these returns, you must review the payroll summaries
that we send to you and inform us if any of the information that we hold is incorrect:


2.5

2.6

If we don’t hear from you before the FPS (or EPS) submission date, we will take that as your approval
for us to submit the return.
 If you require us to make a correction after the FPS (or EPS) has been submitted, you will let us know
as soon as possible and, ideally, before the next payroll run.
At the end of each tax year, we will:
(a)

prepare the final FPS (or EPS) and submit this to HMRC after the data to be included therein has
been approved by you; (the due date for submitting final FPS is on or before the last contractual
payday of the tax year, failing which, the final EPS for the year must reach HMRC by 19 April
following the end of the tax year); and

(b)

prepare and send to you Form P60 for each employee on the payroll at the year-end so you can
give them to employees by the statutory due date of 31 May following the end of the tax year;

If payrolling benefits-in-kind and/or expenses, at the end of the tax year we will:
(a)

prepare and send to you a statement for every employee for whom benefits-in-kind have been
payrolled, identifying every benefit provided to each employee during the tax year and the cash
equivalent of each benefit treated as PAYE income so you can give them to employees by the
statutory due date of 31 May following the end of the tax year;

(b)

give you details of the Class 1A NIC on payrolled benefits-in-kind which will need to be accounted
for on form P11D(b), and the due date for payment;

(c)

give you details of the Class 1A NIC on expenses accounted for in the payroll which will need to
be accounted for on form P11D(b), and the due date for payment; and

(d)

give you the figures that need to be included on forms P11D to account for income tax in respect
of expenses for which Class 1 NIC has been accounted for in the payroll.

2.7

We will deal with and, where necessary, process any adjustments to your payroll communicated to us by
HMRC via online secure message, for example, code number notifications, student loan repayment
notices, and generic notification notices. We will also submit national insurance number (NINO)
verification requests as appropriate to verify or obtain a NINO for a new employee.

2.8

Where required, we will assist you in calculating an employee’s weekly exemption limit for childcare
benefit purposes.

2.9

Regarding the ongoing work on auto-enrolment on workplace pensions if applicable, whilst we accept no
responsibility for errors or omissions that arise as a result of incorrect data supplied to us, we will:
(a)

deduct from each payroll period the pension contributions as instructed by you;

(b)

pay over the pensions contributions deducted and your employer pension contributions to your
pension provider;

(c)

maintain and preserve the records required for auto-enrolment based on the information you
supply to us;

(d)

maintain information and records that will highlight when the triennial enrolment processes must
occur. We will inform you in advance of this date so that you can make the necessary
communications with the staff member and so that the firm can re-enrol as required;

(e)

assist you in monitoring the status of these employees to determine whether ‘non-eligible’ or
‘entitled workers’ become ‘eligible workers’ and thus require auto enrolment. This review will take
place at the start of each payroll period;

(f)

ensure that new staff are incorporated into the scheme in accordance with your instructions; and

(g)

process any opt-out and opt-in requests and ensure that repayments are made to employees in
accordance with your instructions.

2.10

The scope of our services provided to you will be only as set out above, and all other services which we
may offer are excluded. If you instruct us to do so, we will provide such other taxation ad hoc and
advisory services linked to your payroll as may be agreed from time to time. These services may be the
subject of a separate engagement letter. Where appropriate we will discuss and agree an additional fee
for such work when it is commissioned by you.

2.11

Where specialist advice is required on occasions we may need to seek this from or refer you to
appropriate specialists.

Authorising your agent
Please read the notes on the back before completing this
authority. This authority allows us to exchange and disclose
information about you with your agent and to deal with
them on matters within the responsibility of HM Revenue &
Customs (HMRC), as specified on this form. This overrides any
earlier authority given to HMRC. We will hold this authority
until you tell us that the details have changed.

Please tick the box(es) and provide the reference(s)
requested only for those matters for which you want
HMRC to deal with your agent.

*delete as appropriate (including National Insurance).

Your National Insurance number (individuals only)

If you are
self employed

I, (print your name)

Unique Taxpayer Reference (if applicable)

of (name of your business, company or trust if applicable)

If UTR not yet
issued tick here

authorise HMRC to disclose information to
(agent’s business name)

David Howard Ltd
who is acting on my/our behalf. This authorisation is limited to
the matters shown on the right-hand side of this form.
Your National Insurance number (only if not entered above)

Signature see note 1 before signing

Date

Give your personal details or Company registered office here
Address

Postcode
Telephone number

Give your agent’s details here
Address

Postcode

1 Park Road
Hampton Wick
Surrey
KT1 4AS

Telephone number
Agent codes (SA/CT/PAYE)

HJ5852

Client reference

For official use only
SA

/

NIRS

/

COP

/

NTC

/

64-8

COTAX

/

/

/

EBS

/

/

/

VAT

/

/

/

COP link

/

/

/

(see notes 2 and 5 overleaf)
If not yet
tick here
HMRC 07/06

1 Who should sign the form
If the authority is for

Who signs the form

2 What this authority means

3 How we use your information

• For matters other than VAT or Tax Credits

HM Revenue & Customs is a Data Controller under the
Data Protection Act 1998. We hold information for the
purposes specified in our notification to the Information
Commissioner, including the assessment and collection of
tax and duties, the payment of benefits and the
prevention and detection of crime, and may use this
information for any of them. We may get information
about you from others, or we may give information to
them. If we do, it will only be as the law permits.

We will start sending letters and forms to your agent and
give them access to your account information online.
Sometimes we need to correspond with you as well as, or
instead of, your agent.
For example, the latest information on what SA forms we
send automatically can be found on our website, go to
www.hmrc.gov.uk/sa/agentlist.htm
or phone the SA Helpdesk on 0845 9 000 444.
You will not receive your Self Assessment Statements of
Account if you authorise your agent to receive them
instead, but paying any amount due is your
responsibility.
We do not send National Insurance statements and
requests for payment to your agent unless you have
asked us if you can defer payment.
Companies do not receive Statements of Account.
• For VAT and Tax Credits
We will continue to send correspondence to you rather
than to your agent but we can deal with your agent in
writing or by phone on specific matters. If your agent is
able to submit VAT returns online on your behalf, you
will need to authorise them to do so through our
website. For joint Tax Credit claims, we need both
claimants to sign this authority to enable
HM Revenue & Customs to deal with your agent.

We may check information we receive about you with what
is already in our records. This can include information
provided by you, as well as by others, such as other
government departments or agencies and overseas tax
and customs authorities. We will not give information to
anyone outside HM Revenue & Customs unless the law
permits us to do so.
This authority does not allow your agent to request
personal information held about you under the subject
access provisions of the Data Protection Act 1998.
Further information can be found on our website,
www.hmrc.gov.uk

4 Multiple agents
If you have more than one agent (for example, one acting
for the PAYE scheme and another for Corporation Tax),
please sign one of these forms for each.

5 Where to send this form
When you have completed this form please send it to:
HM Revenue & Customs, CAA Team, Longbenton, Newcastle upon Tyne, NE98 1ZZ.
There are some exceptions to this to help speed the handling of your details in certain circumstances.
If this form:
• accompanies other correspondence, send it to the appropriate HM Revenue & Customs (HMRC) office
• is solely for Corporation Tax affairs, send it to the HMRC office that deals with the company
• is for a Complex Personal Return or Expatriate customer, send it to the appropriate CPR team or Expat team
• accompanies a VAT Registration application, send it to the appropriate VAT Registration Unit
• has been specifically requested by an HMRC office, send it back to that office.

Authorising your agent to use
PAYE/CIS online services (Internet)
Employer’s PAYE reference (see Notes on page 2)

Accounts Office reference (see Notes on page 2)

/
Please read the notes on page 2 before completing this authority
Enter your name – use capital letters

1 Park Road
Hampton Wick
Surrey
David Howard ltd

K T 1

4 A S

David Howard Ltd

0208 977 3559
0208 943 2820
payroll@davidhoward.co.uk
H J 5 8 5 2
You need to get this from your agent

R I M 9 5 1 3 C J 4 1 S

Date DD MM YYYY
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How we use your information

Notes

HM Revenue & Customs is a Data Controller under the
Data Protection Act 1998. We hold information for the
purposes specified in our notification to the Information
Commissioner, including the assessment and collection of
tax and duties, the payment of benefits and the prevention
and detection of crime. We may use this information for
any of them.

This form FBI2 can only be used to authorise accepting
information over the Internet.
Please send the completed form to:
HM Revenue & Customs
Central Agent Authorisation Team
Benton Park View
Longbenton
NEWCASTLEUPONTYNE
NE98 1ZZ

We may get information about you from others, or we may
give information to them. If we do, it will only be as the law
permits to:

If your agent is registered, they can use the Online Agent
Authorisation service to complete this authorisation online.
It can save time and reduce the chances of error.

• check the accuracy of information
• prevent or detect crime
• protect public funds.

Please use form 64-8 if you want to authorise an agent to act
on your behalf generally, in connection with Self Assessment
or other HMRC matters.

We may check information we receive about you with what
is already in our records. This can include information
provided by you, as well as by others, such as other
government departments or agencies and overseas tax and
customs authorities. We will not give information to anyone
outside HM Revenue & Customs unless the law permits us
to do so. For more information go to www.hmrc.gov.uk
and look for Data Protection Act within the Search facility.

Go to www.hmrc.gov.uk/online for more information about
our Online services.

Reference numbers
Employer PAYE reference – This can be found on
correspondence you receive from your HMRC office, for
example forms P6, P9, P35.
Accounts Office reference – This can be found on the
yellow payslip booklet P30BC sent to you by your
HMRC Accounts Office.

Who should sign the form
It depends what type of employer you are.
See the guidance below.
Type of
employer/contractor

Who signs the form

Individual

You

Companies

The secretary or any other
responsible officer of the company

Partnerships

The partner responsible for the
partnership’s affairs
It applies only to the partnership.
Individual partners need to sign a
separate authority for their
own affairs

Trusts

One or more of the trustees
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Auto Enrolment and what we will do for you
Automatic Enrolment is a new requirement for all UK employers including domestic
employers. This means that every employer in the UK must provide a pension scheme for
their employees and enrol them into it if they qualify. We know it must seem like a lot of
work, with regards to the amount of regulatory letters to your PA and managing the all
administration.
But you don’t need to worry because if you sign and return the enclosed NEST Terms and
Conditions and the Direct Debit form, David Howard will manage everything for you at no

extra charge*.
What we will
do for you

What you will
need to do

√

Complete and sign the NEST Terms and Conditions and DD form

Set up a pension scheme

√

Send all regulatory letters

√

Assess your employees on your staging date

√

Automatically enrol your employees in the pension, if they qualify

√

Complete the Declaration of Compliance with the Pension Regulator

√

Process any opt ins and opt outs

√

Continue to monitor your employee’s status each month

√

Keep comprehensive auto enrolment records

√

Re-register with the Pension Regulator every 3 years

√

* Charges may become applicable if forms are not returned within an adequate time before staging date.

Instruction to your
Bank or Building Society
to pay by Direct Debit
NEST
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY

FOR NEST OFFICIAL USE ONLY
This is not part of the instruction to your bank or building society

Service User Number

c/o David Howard Ltd
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Reference

Name(s) of Account Holder(s)

Bank/Building Society account number

Instruction to your Bank or Building Society
Please pay NEST through Direct Debits from the account detailed in this
instruction subject to the safeguards assured by the Direct Debit guarantee

Branch Sort Code

I understand that this instruction may remain with NEST and if so details will be
passed electronically to my bank/building society

Name and full postal address of your Bank or Building Society
To: The Manager

Bank/Building Society

Address

Signature(s)

Postcode

Date

Banks and Building Societies may not accept Direct Debit Instructions from some types of account

DDI2

This guarantee should be detached and retained by the Payer.

The Direct Debit
Guarantee
This Guarantee is offered by all Banks and Building Societies that accept instructions to pay Direct Debits.

If there are any changes to the amount, date or frequency of your Direct Debit NEST will notify you three working days in adv ance of
your account being debited or as otherwise agreed. If you request NEST to collect a payment, confirmation of the amount and date will
be given to you at the time of the request.
If an error is made in the payment of your Direct Debit by NEST or your Bank or Building Society, you are entitled to a full and
immediate refund of the amount paid from your Bank or Building Society.
If you receive a refund you are not entitled to, you must pay it back it back when NEST asks you to.
You can cancel a Direct Debit at any time by simply contacting your Bank or Building Society. Written confirmation may be required.
Please also notify us.

Employer Terms and Conditions
Before you can start using NEST we need you to read the Employer Admission Agreement below and agree to
the terms and conditions it mentions by ticking the box.
You can read the terms and conditions in the Employer’s Terms and Conditions document and the Order and
Rules document by clicking on the links on the right of this page. Please read these before ticking the box.
The terms and conditions must be accepted by the employer because they’re responsible for complying with
them.
If you’re not ready to do this yet, you can come back and accept later but you won’t be able to start using NEST
until then. Remember, the employer is responsible for agreeing to the terms and conditions.

NATIONAL EMPLOYMENT SAVINGS TRUST (NEST)
EMPLOYER ADMISSION AGREEMENT
In consideration of the Trustee admitting the Employer to participation in NEST under article 18 of the Order, the
Employer agrees to the following terms and conditions as set out in Rule 6.2 of NEST's Rules.
1.
2.

The Employer shall at all times comply with the obligations of a Participating Employer set out in the
Order and the Rules (as amended from time to time).
The Employer shall at all times comply with the following requirements in relation to the efficient
administration of the Scheme:
(a) such requirements about the provision of information in relation to the Employer and any person
employed by the Employer as the Trustee may determine to be necessary or desirable in order to admit
that person to Membership and enable the Trustee to administer the Member's Pension Account;
(b) such requirements as the Trustee may determine to be necessary or desirable in order to obtain tax
relief on Members' contributions;
(c) such requirements as the Trustee may determine to be necessary or desirable in order to facilitate
the use of electronic communications and the electronic processing of data consistently with the
requirements of the Data Protection Act 1998;
(d) such requirements as the Trustee may determine to be necessary or desirable to facilitate payments
by the Employer to the Scheme and (if applicable) payments from the Scheme to the Employer;
(e) such requirements about website usage as the Trustee may determine to be appropriate; and
(f) such other or additional requirements as the Trustee may determine to be necessary or desirable in
order to facilitate the efficient administration of the Scheme and limit the costs of the administration and
management of the Scheme.

3.
4.

The Employer nominates the Employers' Panel to represent the Employer in the exercise of the
functions conferred on the Employers' Panel by article 8 of the Order.
The Employer will make such payments to the Trustee as may be required under the Scheme's
payment schedule applicable to the Employer and such charges (if any) as may be payable by
Employer under the schedule of employer charges which the Trustee determines to be payable in order
to recover from Employers the costs of the administration and management of the Scheme which the
Trustee determines to be attributable to the acts or omissions of Employers.
The following are the words and expressions used in this Employer Admission Agreement that have the
following technical meaning set out in the NEST Rules:
"Employer" means:
(a) in relation to Great Britain, an employer for the purposes of section 88(7) of the Pensions Act 2008;
or

(b) in relation to Northern Ireland, an employer for the purpose of section 70(7) of the Pensions (No. 2)
Act (Northern Ireland) 2008,
who applies to be admitted to participation in the Scheme;
"Employers' Panel" means the panel referred to in article 6(2)(b) of the Order;
"Member" means a person who has been admitted as a member of the Scheme under article 19 of the
Order and whose Pension Account has not yet been fully discharged through the provision of one or
more benefits under article 32 of the Order;
"Membership" means being a Member;
"Order" means the National Employment Savings Trust Order 2010 (SI 2010/917) which established the
Scheme;
"Participating Employer" means an Employer that has been admitted to participation in the Scheme
under article 18 of the Order and that has not terminated its participation;
"Pension Account" means an account maintained by the Trustee for a Member comprising:
(a) the Member's contributions;
(b) contributions made by any Participating Employer;
(c) any sums transferred into the Scheme in respect of the Member;
(d) investment returns; and
(e) any other amounts paid to the Trustee to be applied to the Member's Pension Account;
less any expenses and outgoings properly deducted by the Trustee;
"Rules" means the rules made under section 67 of the Pensions Act 2008.
"Scheme" means the National Employment Savings Trust established by the Order;
"Trustee" means the person appointed as trustee of the Scheme.
Please tick the box below to confirm that you agree to comply with the terms and conditions of becoming
a participating employer in NEST.

I agree to be bound by the Employer Admission Agreement and the Employer Terms and Conditions.
Print Name

Signature

Date

Please a supply a current e-mail address
E-Mail Address

*

