Letter of engagement template (UK)
For consultants, agencies and accountants. From the ChatQuote guide at https://chatquote.app/guides/letter-of-engagement-template
This file has three parts:
Part A: the template, with [square-bracket] placeholders to replace.
Part B: a filled-in example for a fictional UK marketing consultancy.
Part C: the extra clauses accountants and tax advisers add, with the professional guidance each comes from.
This is general information, not legal advice. Adapt it to your business and your client, and take advice from a solicitor or your professional body where the stakes are high. Checked against UK legislation and professional body guidance on 2 November 2026.
If your client is a consumer (an individual not acting for their business) and you agree the work away from your premises or entirely by phone, email or online, they can usually cancel within 14 days. Add the cancellation information and model cancellation form from the Consumer Contracts Regulations 2013 (Schedule 3) before they are bound.


Part A: Letter of engagement template
[Your business name]
[Address]
[Phone] · [Email]
[Date]
[Client contact name]
[Client organisation]
[Address]
Dear [Client first name],
Letter of engagement: [project or service name]
Thank you for asking [Your business name] to work with [client organisation]. This letter, with the scope of work [reference and date of your scope of work or proposal, or delete], sets out what we will do, what we need from you, our fees and the terms we both agree to. Please read it, and sign and return a copy if you are happy with it. If anything here is different from what you expected, tell us before we start.
1. Who this letter is between
This letter is between [your legal name, e.g. Name Ltd, company number 01234567] ("we", "us") and [client's legal name and company number, or full name if an individual] ("you"). Your contact for this work is [name, role, email]. Our contact at your organisation is [name, role, email].
2. Background and what you want to achieve
[Two or three sentences: the client's situation, what they asked for and the result they want.]
3. Scope: the work we will do
We will provide the following services. The scope of work [reference and date of your scope of work or proposal, or delete] gives the detail and forms part of this letter.
[Service or deliverable 1]
[Service or deliverable 2]
[Service or deliverable 3]
4. Out of scope
These are not included. We will quote separately if you would like any of them.
[Something a client could assume is included, e.g. paid advertising spend]
[Another exclusion]
5. Timeline and deliverables
[Start date, key milestones and end date, or the length of an ongoing engagement and its notice period.]
6. Your responsibilities
To do the work on time and to the agreed standard, we need you to:
[Information, access or materials you need, and by when]
[Who approves work, and how quickly]
[Anything the client must keep doing themselves]
If information or approvals arrive late, the timeline moves by the same amount and we will tell you about any effect on fees before extra work is done.
7. Fees and expenses
[Say whether each fee is fixed, a day or hourly rate, or a monthly retainer, and whether VAT is added.]
	Work
	Basis
	Fee (excluding VAT)

	[Work item]
	[Fixed fee / day rate × days / monthly]
	£[amount]

	[Work item]
	[Basis]
	£[amount]

	Subtotal
	
	£[subtotal]

	VAT at 20% [or: Not VAT registered]
	
	£[VAT]

	Total including VAT
	
	£[total]



Expenses: [e.g. pre-agreed travel at cost, or: none].
8. Invoicing and payment
[When you invoice, e.g. on signing, monthly in advance or on milestones] Invoices are due within [30] days of the invoice date, by bank transfer to [account details on the invoice].
If you are a business and pay late, we may charge interest and compensation under the Late Payment of Commercial Debts (Interest) Act 1998. [Delete this sentence if your client is a consumer.]
9. Changes to the scope
If you ask for work outside the scope in section 3, we will confirm the extra work, its fee and any change to the timeline in writing, and start it only once you agree. Small changes may be agreed by email.
10. Ownership of the work (intellectual property)
[Who owns what is made. Example: Once you have paid in full, we assign to you the copyright in the final deliverables. We keep our own tools, templates and know-how, and may [or may not] show the work in our portfolio.]
11. Confidentiality and data protection
Each of us will keep the other's confidential information private and use it only for this work, unless the law requires us to disclose it.
[Your role under UK GDPR for this work: controller or processor. If you process personal data on the client's instructions, add the processing terms UK GDPR Article 28 requires, or attach a data processing agreement.]
12. Liability
[Your cap and what it covers. Example: Our total liability under this letter is limited to [the fees paid under it / £amount]. We are not liable for indirect loss or loss of profit.]
Nothing in this letter limits any liability that the law does not allow to be limited, such as liability for death or personal injury caused by negligence.
13. Ending the engagement
Either of us may end this engagement by giving [30] days' notice in writing. You pay for work done up to the end of the notice period. [Add when either of you may end it immediately, e.g. serious breach or insolvency.]
14. Complaints
If you are unhappy with our work, contact [name and email]. We will acknowledge your complaint within [5] working days and aim to resolve it within [timescale]. [If you belong to a professional body or ombudsman scheme, say how the client can complain to it.]
15. Our details
[Legal name, legal form, registered office or address, company or registration number, VAT number, and any professional body you belong to.]
16. Law
This letter is governed by the law of [England and Wales / Scotland / Northern Ireland], and the courts of [that jurisdiction] decide any dispute.
17. Our terms of business
[Our standard terms of business, dated [date], are attached and form part of this letter. Where they conflict with this letter, this letter applies.] [Or delete.]
Acceptance
Signed for [Your business name]: ____________________   [Name, role]
I confirm that I have read this letter, [the scope of work] and the terms of business, and agree to them on behalf of [client organisation].
Signed: ____________________
Name and position: ____________________
Date: ____________________


Part B: Filled-in example (fictional)
Harbourline Marketing Ltd and Kestrel Joinery Ltd are fictional. Company numbers, addresses and fees are placeholders and illustrative figures.
Harbourline Marketing Ltd
4 Quayside Yard, Bristol BS1 0XX
0117 000 0000 · hello@harbourline.example
2 November 2026
Priya Shah, Managing Director
Kestrel Joinery Ltd
Unit 7, Mill Lane, Bath BA1 0XX
Dear Priya,
Letter of engagement: website lead generation, November 2026 to January 2027
Thank you for asking Harbourline Marketing to work with Kestrel Joinery. This letter, with the scope of work HM-0412, dated 28 October 2026, sets out what we will do, what we need from you, our fees and the terms we both agree to. Please read it, and sign and return a copy if you are happy with it. If anything here is different from what you expected, tell us before we start.
1. Who this letter is between
This letter is between Harbourline Marketing Ltd, company number 00000000 ("we", "us") and Kestrel Joinery Ltd, company number 00000001 ("you"). Your contact for this work is Tom Avery, Director, tom@harbourline.example. Our contact at your organisation is Priya Shah, Managing Director, priya@kestrel.example.
2. Background and what you want to achieve
Kestrel Joinery makes bespoke kitchens and wants more enquiries from homeowners in Bath and Bristol through its website. You asked us to find out why the site converts few visitors, fix the main problems and run three months of search and email campaigns.
3. Scope: the work we will do
We will provide the following services. The scope of work HM-0412, dated 28 October 2026 gives the detail and forms part of this letter.
A discovery and audit of the website, analytics and Google Business Profile, with a written report (2 days)
Three months of campaign management: monthly SEO content (two articles), one email newsletter and a monthly report with a 30-minute call
Set-up of conversion tracking for the enquiry form
4. Out of scope
These are not included. We will quote separately if you would like any of them.
Paid advertising spend, which you pay to Google or Meta directly
Website redesign or development work
Photography and video
5. Timeline and deliverables
Discovery runs from 9 to 20 November 2026; the report is due on 23 November. Campaign management runs from 1 December 2026 to 28 February 2027. Either of us may end it early under section 13.
6. Your responsibilities
To do the work on time and to the agreed standard, we need you to:
Give us admin access to the website, Google Analytics and Google Business Profile by 6 November
Approve articles and the newsletter within 3 working days of receiving them
Send us photos of finished kitchens each month
If information or approvals arrive late, the timeline moves by the same amount and we will tell you about any effect on fees before extra work is done.
7. Fees and expenses
Our fees are below. The figures in this example are illustrative. We are VAT registered, so VAT at 20% is added.
	Work
	Basis
	Fee (excluding VAT)

	Discovery and audit
	Fixed fee (2 days at £650)
	£1,300.00

	Campaign management
	£1,800 a month × 3 months
	£5,400.00

	Subtotal
	
	£6,700.00

	VAT at 20%
	
	£1,340.00

	Total including VAT
	
	£8,040.00



Expenses: none expected. Any travel would be agreed with you in advance and charged at cost.
8. Invoicing and payment
We invoice the discovery fee on signing and each month's campaign fee on the first working day of that month. Invoices are due within 30 days of the invoice date, by bank transfer.
If you pay late, we may charge interest and compensation under the Late Payment of Commercial Debts (Interest) Act 1998.
9. Changes to the scope
If you ask for work outside the scope in section 3, we will confirm the extra work, its fee and any change to the timeline in writing, and start it only once you agree. Small changes may be agreed by email.
10. Ownership of the work (intellectual property)
Once you have paid in full, we assign to you the copyright in the report, articles and newsletter. We keep our own templates, tools and methods. We may name you as a client in our portfolio unless you tell us not to.
11. Confidentiality and data protection
Each of us will keep the other's confidential information private and use it only for this work, unless the law requires us to disclose it.
For this work you are the controller of your customers' personal data and we act as your processor. The data processing terms attached as Schedule 1 apply.
12. Liability
Our total liability under this letter is limited to the fees you have paid under it. We are not liable for indirect loss or loss of profit.
Nothing in this letter limits any liability that the law does not allow to be limited, such as liability for death or personal injury caused by negligence.
13. Ending the engagement
Either of us may end the campaign management by giving 30 days' notice in writing. You pay for work done up to the end of the notice period. Either of us may end this engagement immediately if the other seriously breaches it and does not put it right within 14 days of being asked to.
14. Complaints
If you are unhappy with our work, contact Tom Avery at tom@harbourline.example. We will acknowledge your complaint within 5 working days and aim to resolve it within 20 working days.
15. Our details
Harbourline Marketing Ltd, a private limited company registered in England and Wales, company number 00000000, registered office 4 Quayside Yard, Bristol BS1 0XX. VAT number GB 000 0000 00.
16. Law
This letter is governed by the law of England and Wales, and the courts of England and Wales decide any dispute.
17. Our terms of business
Our standard terms of business, dated 1 September 2026, are attached and form part of this letter. Where they conflict with this letter, this letter applies.
Acceptance
Signed for Harbourline Marketing: Tom Avery, Director
I confirm that I have read this letter, scope of work HM-0412 and the terms of business, and agree to them on behalf of Kestrel Joinery.
Signed: ____________________
Name and position: Priya Shah, Managing Director
Date: ____________________


Part C: Accountants' and tax advisers' addendum
Clauses accountants and tax advisers add to Parts A and B. Check your own professional body's current rules: ACCA, ICAEW, CIOT, ATT, AAT and ICAS each publish their own. Sources were read on 2 November 2026.
C1. Client identification (anti-money laundering)
We are required by the Money Laundering, Terrorist Financing and Transfer of Funds (Information on the Payer) Regulations 2017 to verify the identity of our clients and, where relevant, their beneficial owners before we act. We will ask you for [documents]. We cannot start work until this is done.
Source: MLR 2017 regs 27 and 30; CIOT/ATT engagement letter guidance (March 2026), para 53.
C2. Complaints and your right to complain to our professional body
If you are unhappy with our service, contact [name]. We will look into your complaint carefully and promptly. If you are still not satisfied, you can refer it to [our professional body, e.g. ACCA / ICAEW / CIOT / ATT].
Source: CIOT/ATT guidance para 59 (new clients told in writing whom to complain to, and of their right to complain to the professional body); ACCA factsheet 'Internal complaints-handling procedures', which calls the letter of engagement a convenient place for this, the practice the ACCA Code recommends, and suggests wording. Provision of Services Regulations 2009 reg 10: if your body offers a non-judicial dispute resolution scheme, tell the client.
C3. Professional conduct in tax
We are bound by the ethical guidelines of [professional body] and by Professional Conduct in Relation to Taxation (PCRT), and we act in line with them.
Source: CIOT/ATT guidance para 107; PCRT (effective 1 January 2026).
C4. Scope changes in writing
If we agree to do more, or less, than the services in the schedule, we will confirm the change in writing [and issue a new schedule of services].
Source: PCRT paras 2.10 and 2.11.
C5. Your responsibilities for your tax affairs
You remain responsible for taking care over your tax affairs. [Set out the records you need, by when, and how you will approve returns before they are submitted.]
Source: CIOT/ATT proforma covering letter (Appendix Aa).
C6. Privacy notice
Our privacy notice, enclosed with this letter, explains how we use your personal data. [State whether you act as controller or, e.g. for payroll, processor.]
Source: CIOT/ATT guidance paras 25 and 31; UK GDPR Article 28.
C7. Professional indemnity insurance
Our professional indemnity insurer's contact details and territorial cover are available at [web address, or: in our terms of business], and from us at any time.
Source: Provision of Services Regulations 2009 reg 8(1)(n), which requires the insurer's contact details and territorial coverage to be made available, in good time before the contract (reg 11), where you must hold professional indemnity insurance. Separately, CIOT/ATT guidance paras 113-114 advise not putting the insurer's details in the letter itself, because they change, and never stating your cover limit without the insurer's consent.
C8. Audit engagements
For a statutory audit, record the objective and scope of the audit, the responsibilities of the auditor and of management, and the reporting framework, as ISA (UK) 210 requires.
Source: ISA (UK) 210 para 10.




