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	LETTER OF ENGAGEMENT


	


Paul Yeates  ·  Fractional FC, FD and CFO  ·  enquiries@savastute.com  ·  07305 864880
savastute.com  ·  United Kingdom  ·  Monday–Friday, 08:30–17:30
Letter of engagement
Date  [DD Month YYYY]
Client  [Legal name, company number, registered office]
FAO  [Name, role]
Dear [Name],
This letter sets out the terms on which Savastute will carry out the work below. Nothing chargeable starts until both parties have signed it.
1. APPOINTMENT
You appoint Savastute, and Savastute agrees to supply the services of Paul Yeates, as an independent contractor. Savastute is not your employee, agent, auditor, tax adviser or financial adviser.
2. THE WORK
Height  [FC / FD / CFO]
Shape  [Retainer / day-rate / FTC / diagnostic / project]
Scope  [What is in. Be specific.]
Not in scope  Bookkeeping, payroll and statutory accounts as a bureau. Software licences. Audit, tax advice, and regulated investment business. [Anything else.]
Detail beyond this letter sits in a statement of work. If they conflict, this letter wins except on the scope, dates and fee of that statement of work.
3. FEES
Fee  [£___ per day / £___ per month for ___ days / fixed £___]
Billing  [Monthly in advance / 50% and 50% / monthly in arrears]
Fees are exclusive of VAT, which will be added if Savastute is VAT-registered on the invoice date. Invoices are due 14 days after the invoice date. UK travel is recharged at cost, with receipts, with no mark-up.
4. TERM
[Retainer: three months from [date], then 30 days’ written notice either way. FTC: [start] to [end], [break clause if any]. Diagnostic or project: ends on delivery of the pack, unless extended in writing.]
Savastute may stop immediately if an invoice is still unpaid seven days after a written chase, or if continuing would break the law or a professional standard.
5. YOUR PART
You will give timely access to people, systems and records, and a named person who can accept deliverables. You remain responsible for your statutory accounts, tax, filings, and any decision you take on the back of the work.
6. WORKING PAPERS
Working papers, models and packs prepared for you are left in your environment and are yours to use in the business. Savastute keeps its own methods, templates and prior know-how. Neither party may use the other’s name in public without consent. Client names are not published.
7. CONFIDENTIALITY
Each party keeps the other’s confidential information confidential, and uses it only for this engagement. That duty survives the end of the work. It does not cover information that is already public, or that must be disclosed by law.
8. DATA
Savastute processes personal data only as needed to perform the work and to run the practice. The privacy notice at savastute.com applies. You confirm you have a lawful basis to share staff and customer data that the work requires.
9. LIABILITY
Savastute’s total liability under this letter, except for death or personal injury caused by negligence, or fraud, is capped at the fees you paid under it in the twelve months before the claim. Savastute does not guarantee a lending decision, a valuation, a tax outcome, or a sale.
10. STATUS
SAVASTUTE LIMITED (company number 17501997) supplies the services of Paul Yeates as an independent contractor. You and your advisors decide employment and IR35 status. Nothing in this letter is an offer of employment.
11. LAW
This letter is governed by the law of England and Wales. The courts of England and Wales have exclusive jurisdiction.
Please sign and return a copy. I will counter-sign.
Yours sincerely,
Paul Yeates
Savastute
SIGNATURES
	For Savastute
	For the Client

	Name  ________________________
	Name  ________________________

	Role  ________________________
	Role  ________________________

	Signature  ________________________
	Signature  ________________________

	Date  ________________________
	Date  ________________________

	
	


Template only. Have it read before you rely on it, particularly the liability cap, IR35 wording and any FTC. VAT number is not on this draft.
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