
STANDARD TERMS OF BUSINESS 
(May 2018) 

1 

1. PROFESSIONAL RULES AND OBLIGATIONS 

1.1. We will observe and act in accordance with the bye-laws, regulations 
and ethical guidelines of the Institute of Chartered Accountants in 
England & Wales (“ICAEW”) and accept instructions to act for you 
on the basis that we will act in accordance with those guidelines. We 
will not be liable for any loss, damage or cost arising from our 
compliance with statutory or regulatory obligations. Copies of these 
bye-laws, regulations and guidelines are available for inspection in 
our offices. The requirements are also available at 
www.icaew.com/en/members/regulations-standards-and-guidance. 

2. CONFIDENTIALITY 

2.1. Unless we are authorised by you to disclose information on your 
behalf, we confirm that if you give us confidential information we 
will, always, keep it confidential, except as required by law or as 
provided for in regulatory, ethical or other professional 

pronouncements applicable to us or our engagement.  

2.2. You agree that, if we act for other clients who are or who become 
your competitors, to comply with our duty of confidentiality it will be 
sufficient for us to take such steps as we think appropriate to 
preserve the confidentiality of information given to us by you, both 
during and after this engagement. These may include taking the 
same or similar steps as we take in respect of the confidentiality of 
our own information. 

2.3. You agree that the effective implementation of such steps or 
safeguards as described above will provide adequate measures to 

avoid any real risk of confidentiality being impaired. 

2.4. We may, on occasions, subcontract work on your affairs to other tax 
or accounting professionals. The subcontractors will be bound by our 

client confidentiality terms. 

2.5. If we use external or cloud-based systems, we will ensure 
confidentiality of your information is maintained. 

2.6. We reserve the right, for the purpose of promotional activity, training 
or for other business purposes, to mention that you are a client. As 
stated above, we will not disclose any confidential information. 

3. CONFLICTS OF INTEREST 

3.1. We will inform you if we become aware of any conflict of interest in 
our relationship with you or in our relationship with you and another 
client, unless we are unable to do so because of our confidentiality 
obligations. We have safeguards that can be implemented to protect 
the interests of different clients if a conflict arises. If conflicts are 
identified which cannot be managed in a way that protects your 
interests, we regret that we will be unable to provide further services. 

3.2. If there is a conflict of interest that is capable of being addressed 
successfully by the adoption of suitable safeguards to protect your 
interests, we will adopt those safeguards. In resolving the conflict, 
we would be guided by ICAEW’s Code of Ethics, which can be  
viewed at icaew.com/en/membership/regulations-standards-and-
guidance/ethics.  

3.3. During and after our engagement, you agree that we reserve the 
right to act for other clients whose interests are or may compete 
with or be adverse to yours, subject, of course, to our obligations of 
confidentiality and the safeguards set out in the paragraph on 
confidentiality above. 

4. COMMISSIONS OR OTHER BENEFITS 

4.1. In some circumstances, commissions and/or other benefits may 
become payable to us for introductions to other professionals or in 
respect of transactions we arrange for you. If this happens and the 
aggregate amount of any commissions and/ or benefits exceeds £25, 
you will be notified in writing of the amount, the terms of payment 
and receipt of any such commissions and/or benefits.   

4.2. The fees you would otherwise pay will be reduced by the amount of 
the commissions or benefits. You agree that we can retain the 
commission or other benefits without being liable to account to you 

for any such amounts. 

5. RETENTION OF AND ACCESS TO RECORDS 

5.1. You have a legal responsibility to retain documents and records 
relevant to your financial affairs. During the course of our work we 

may collect information from you and others relevant to your tax and 
financial affairs. We will return any original documents to you. 
Documents and records relevant to your tax affairs are required by 

law to be retained as follows: 

Individuals, trustees and partnerships: 

(a) with trading or rental income - five years and 10 months after the 

end of the tax year otherwise: 

(b) 22 months after the end of the tax year. 

Companies, Limited Liability Partnerships, and other 
corporate entities: 

(c) six years from the end of the accounting period. 

5.2. Although certain documents may legally belong to you, we may 
destroy correspondence and other papers that we store 
electronically or otherwise that are more than seven years old, 
except documents we think may be of continuing significance. You 
must inform us in writing if you wish us to keep any document for 
any longer period. We reserve the right to make an appropriate 
charge for this service. 

5.3. If, at any time, activities relevant to the completion of our work, are 
outsourced to a service organisation, you undertake to ensure that 
contracts with the service organisation provide us with a right of 
access to those records at any time, either directly or via you. 

6. QUALITY CONTROL 

6.1. As part of our ongoing commitment to providing a quality service, 
our files are periodically subject to an independent quality review. 
Our reviewers are highly experienced and professional people and 
are, of course, bound by the same requirements of confidentiality as 
our principals and staff. 

6.2. 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, visit www.gov.uk/government/publications/your-
charter. To the best of our abilities, we will ensure that HMRC meet 

their side of the Charter in their dealings with you. 

6.3. We reserve the right to disclose documents, files and other 
information held by us in respect of your affairs to our regulator for 
the purposes of inspection and to ensure compliance with our 
regulatory obligations. 

7. HELP US TO GIVE YOU THE RIGHT SERVICE 

7.1. 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 discuss the matter with your usual contact. If 
you prefer an alternative route, please let us know by contacting our 
Compliance Partner, Elizabeth Irvine. 

7.2. We undertake to look into any complaint carefully and promptly and 
to do all we can to explain the position to you. If you feel that we 
have given you a less than satisfactory service, we undertake to do 
everything reasonable to address your concerns. If you are still not 
satisfied, you may of course take up matters with the ICAEW. 

7.3. Complaints relating to probate services may also be taken to the 
Legal Ombudsman and should be made within six years of the act 
or omission or within three years of you becoming aware of the 
issue, and in either case within six months of our written response 
to your complaint to us. Visit www.legalombudsman.org.uk for 

further information. 

8. FEES AND PAYMENT TERMS 

8.1. Unless otherwise agreed, our fees are based on time spent on your 
affairs by our staff, according to the levels of skill and responsibility 
involved. Travelling costs and other disbursements will be charged 
as appropriate and included in the total fee. 

8.2. We will issue VAT invoices to you periodically. 

8.3. Invoices are due for payment within 14 days of presentation, unless 
otherwise agreed between us in writing. 

http://www.icaew.com/en/members/regulations-standards-and-guidance
https://www.icaew.com/en/membership/regulations-standards-and-guidance/ethics
https://www.icaew.com/en/membership/regulations-standards-and-guidance/ethics
http://www.gov.uk/government/publications/your-charter
http://www.gov.uk/government/publications/your-charter
http://www.legalombudsman.org.uk/


STANDARD TERMS OF BUSINESS 
(May 2018) 

2 

8.4. All queries on invoices rendered by us must be raised in writing 
within 14 days of receipt, failing which, you will be deemed to have 
accepted that payment is due. 

8.5. We reserve the right to issue invoices to you at any time in respect of 
work carried out on your affairs, including, but not limited to, where: 

(a) part of the work upon your affairs is clearly distinct from another part; 

(b) we have agreed that our work is to be subject to settlement in stages; 

(c) we have agreed that we shall submit invoices to you when a certain 
value of work or amount of time has been accrued by us working on 
your affairs; 

(d) we may otherwise agree with you that we may do so, whether on 
an interim or final basis; or 

(e) we have not raised invoices within the preceding 6 month period. 

 In all cases, whenever we raise an invoice, it shall be payable 
without reference to any other invoice, shall be deemed to be 
divisible from any continuing contract or other work being, or to be 
undertaken, by us in respect of your affairs and shall be payable by 
you without set-off, deduction or abatement.  

8.6. Any amount received from you shall, unless you direct otherwise, be 
accepted on account of the earliest outstanding invoice. In respect 
of ongoing services we may instigate a standing order arrangement 

for monthly payments to be made against the services provided. 

8.7. We reserve the right to levy finance charges at a rate of 1% per 
month on any outstanding sums from the date of the invoice. 

9. DATA PROTECTION 

9.1. In this clause, the following definitions shall apply: 

‘client personal data’ means any personal data provided to us by 
you, or on your behalf, for the purpose of providing our services to 

you, pursuant to our engagement letter with you; 

‘data protection legislation’ means all applicable privacy and data 
protection legislation and regulations including PECR, the GDPR and 
any applicable national laws, regulations and secondary legislation 
in the UK relating to the processing of personal data and the privacy 
of electronic communications, as amended, replaced or updated 
from time to time; 

‘controller’, ‘data subject’, ‘personal data’, and ‘process’ shall have 

the meanings given to them in the data protection legislation;  

‘GDPR’ means the General Data Protection Regulation ((EU) 
2016/679); and 

‘PECR’ means the Privacy and Electronic Communications (EC 

Directive) Regulations 2003 (SI 2426/2003). 

9.2. We shall each be considered an independent data controller in 
relation to the client personal data. Each of us will comply with all 
requirements and obligations applicable to us under the data 
protection legislation in respect of the client personal data. 

9.3. You shall only disclose client personal data to us where: 

(a) you have provided the necessary information to the relevant data 
subjects regarding its use; 

(b) you have a lawful basis upon which to do so, which, in the absence 
of any other lawful basis, shall be with the relevant data subject’s 
consent; and  

(c) you have complied with the necessary requirements under the data 

protection legislation to enable you to do so. 

9.4. Should you require any further details regarding our treatment of 
personal data, please contact your WMT client partner. 

9.5. We shall only process client personal data:  

(a) to provide our services to you and perform any other obligations in 
accordance with our engagement with you;  

(b) to comply with our legal or regulatory obligations; and  

(c) where it is necessary for the purposes of our legitimate interests, 
where they are not overridden by the data subjects’ own privacy 

rights. Our privacy notice (available at wmtllp.com/privacy-policy/) 

contains further details on how we may process client personal data. 

9.6. For the purpose of providing our services to you, we may disclose 
client personal data to members of the WMT Group (as outlined in 
our privacy statement), our regulatory bodies or other third parties 
(for example, our professional advisors or service providers). We will 
only disclose client personal data to a third party (including a third 
party outside of the EEA) provided that the transfer is undertaken in 

compliance with the prevailing UK data protection legislation. 

We may disclose client personal data to other third parties in the 
context of a possible sale, merger, restructuring or financing of, or 
investment in, our business. If a change of ownership happens to 
our business, then the new owners may use our client personal data 

in the same way as set out in these terms. 

9.7. We shall maintain commercially reasonable and appropriate security 
measures, including administrative, physical and technical 
safeguards, to protect against unauthorised or unlawful processing 
and against accidental loss or destruction of, or damage to, client 

personal data. 

9.8. Provided we are legally permitted to do so, we shall promptly notify 

you if: 

(a) we receive a request, complaint or any adverse correspondence from 
or on behalf of a relevant data subject, to exercise their data subject 
rights under the data protection legislation or in respect of our 
processing of their personal data; 

(b) we are served with an information, enforcement or assessment (or 
similar) notice, or receive any other material communication in 
respect of our processing of client personal data from a supervisory 

authority as defined in the data protection legislation; or 

(c) we reasonably believe that there has been an incident which resulted 
in the accidental or unauthorised access to, or destruction, loss, 

unauthorised disclosure or alteration of, client personal data. 

9.9. Upon the reasonable request of the other, we shall each take such 
reasonable commercial steps, or provide such information as is 
necessary, to enable each of us to comply with the data protection 
legislation in respect of the services provided to you. 

10. ELECTRONIC AND OTHER COMMUNICATION 

10.1. Unless you instruct us otherwise, we may communicate with you and 
with third parties by email or other electronic means. The recipient 
is responsible for virus checking emails and any attachments. 

10.2. With electronic communication, there is a risk of non-receipt, 
delayed receipt, inadvertent misdirection or interception by third 
parties. We use virus-scanning software to reduce the risk of viruses 
and similar damaging items being transmitted in emails or by 
electronic storage devices. Nevertheless, electronic communication 
is not totally secure, and we cannot be held responsible for damage 
or loss caused by viruses or for communications which are corrupted 
or altered after despatch. Nor can we accept any liability for 
problems or accidental errors relating to this means of 
communication, especially in relation to commercially sensitive 
material. These are risks you must bear in return for greater 
efficiency and lower costs. If you do not wish to accept these risks, 
please let us know and we will communicate by paper mail, other 

than when electronic submission is mandatory. 

10.3. Any communication we send you through the postal system is 
deemed to arrive at your postal address two working days after the 

day the document was sent. 

11. THE PROVISION OF SERVICES REGULATIONS 2009 

11.1. We are registered to conduct audits in the UK and Ireland by the 
ICAEW. Details of our audit registration can be viewed at 

www.auditregister.org.uk, under reference number C002583422.   

11.2. We are authorised by ICAEW to carry out the reserved legal activity 
of non-contentious probate in England and Wales. Details of our 
probate registration can be viewed at www.icaew.com/probate 
under reference number C002583422. 

11.3. Our professional indemnity insurer is Axis Specialty Europe SE and 
other London Market Insurers and is managed by Contractsure Ltd 

https://wmtllp.com/privacy-policy/
http://www.auditregister.org.uk/
http://www.icaew.com/probate
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of Fountain House, 130 Fenchurch Street, London EC3M 5DJ. 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. 

11.4. If for any reason circumstances arise that may result in a claim to 
our professional indemnity insurers, you give us your permission to 
notify them. 

14. PERIOD OF ENGAGEMENT AND TERMINATION 

14.1. Unless otherwise agreed in our engagement letter, our work will 
begin when we receive implicit or explicit acceptance of that letter. 
Except as stated in that letter, we will not be responsible for periods 
before that date. This contract will continue until one of the parties 

provides written notice of its termination to the other. 

14.2. In the event of termination, services will cease immediately, unless 
otherwise agreed in our engagement letter, and an appropriate 

invoice will be raised for all work undertaken to the date of cessation. 

15. CONTRACTS (RIGHTS OF THIRD PARTIES) ACT 1999 

15.1. This agreement is personal to the parties and the services to be 
provided under it shall not be assignable. However, we may assign 

the benefit of the agreement.  

15.2. 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. 

16. APPLICABLE LAW 

16.1. Our engagement letter and our standard terms of business are 
governed by, and should be construed in accordance with, English 
law.  Each party agrees that the Courts of England shall have 
exclusive jurisdiction in relation to any claim, dispute or difference 
concerning this engagement letter and any matter arising from it on 
any basis.  Each party irrevocably waives any right to object to an 
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. 

16.2. If any provision in these Standard Terms of Business or any 
associated engagement letter, 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. 

17. FORCE MAJEURE 

17.1. If either party is impeded or prevented from carrying out any of its 
obligations under the contract for the supply of the services due to 
any circumstances beyond its reasonable control including without 
limitation, act of Government, interruption of power supplies, failure 
of sources of supply, interference by a third party, industrial dispute 
or natural disaster ("circumstances of force-majeure") the party 
affected shall be excused performance of such obligation for so long 
as and to the extent that the prevention or impediment lasts.  

 

 


