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Parry Hancock – Standard Terms of Business 

Overview – In Plain English 

The following notes are designed to give you a quick overview of our Standard Terms. They are no 
substitute to reading the full version of our Standard Terms if you wish to gain a full understanding of 
our respective legal obligations. 

• We are a firm of Chartered Accountants – we are bound by the Regulations and Code of Ethics 
of the Institute of Chartered Accountants in England & Wales (“ICAEW”); 

• We are Registered Auditors; 

• We are authorised to carry out non-contentious probate work; 

• We carry professional indemnity insurance; 

• We will not sell you insurance, but will put you in touch with an Independent Financial Adviser 
(“IFA”) if you need investment advice. We do not take any commission from any IFA; 

• From time to time we will hold Client Monies – operated in accordance with the client money 
regulations of ICAEW; 

• We give fixed-fee quotes for virtually all the work we do. On occasion, it is not possible to say 
how long an assignment will take, in which case we will agree our hourly charge-out rates with 
you in writing; 

• If you pay your fees late, we will charge interest at the rate of 2% per month compound (APR 
26.8%) plus a quarterly admin charge of £50 plus VAT; 

• Payment of our fees is generally due seven days after invoice date; 

• If we have agreed a monthly payment plan with you, this must be paid by Standing Order rather 
than you having to remember to make each monthly payment manually. We never take money 
by Direct Debit. Standing Orders are under your control and can only be set up by you; 

• We will destroy documents over seven years old; 

• We will tell you if we have a conflict of interest which might affect our working relationship with 
you; 

• We will treat your affairs as confidential; 

• Our quality control procedures include reviews by outside experienced professionals on a 
confidential basis; 

• We are required to be honest in our dealings with HMRC. You are required to be honest with 
us; 

• If you are dissatisfied with our service, you agree to contact David Hancock on 01489 885772 
immediately; 

• If you complain and are not satisfied with our response, you can take the matter up with 
ICAEW; 

• You agree to provide us with information when requested and reply to correspondence 
promptly; 
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• If you act on earlier advice given by us, you must first check with us to confirm there have been 
no changes in the law; 

• We cannot be responsible for any internet communication problems or errors; 

• We will look after your data properly; 

• Our advice is for your sole use. We are not responsible to any third party if you share the advice 
given; 

• We are required to check the ID of all clients. It is our policy to meet all new clients in person 
before acting. In rare circumstances, it may be necessary for us to make reports to the National 
Crime Agency; 

• You agree to supply us with correct and complete information and you agree to act on our 
advice. You must not make our work available to any third party without our written consent; 

• You must not use our name in any of your written material without our consent; 

• Our standard charge for dealing with Mortgage References is £75 plus VAT, provided the 
information requested by the lender is straightforward. Our charges can be higher than this in 
more complex cases; 

• Because correspondence from clients can be time-critical, we will pay any underpaid postage, 
plus the Post Office ‘handling fee’, and arrange for collection or delivery of the underpaid item. 
We have the right to recharge this cost to you plus an admin charge if you have not put 
sufficient postage on a letter or parcel sent to us; 

• We have the right to levy additional fees on a sliding scale based on how late and close to 
deadlines you deliver the required information to our office while expecting us to meet the 
deadline and save you having to pay late-filing penalties; 

• To cover the cost of the additional work involved, we have the right to levy additional fees if you: 

➢ fail to answer all the questions on our Checklists; 

➢ fail to sign and date our Tax Return Checklist; 

➢ are a company director and have an overdrawn director’s current account. 

• Payment of fees by Standing Order: 

➢ Monthly Payment Scheme: These represent payments-on-account, therefore at any 
given time during the annual cycle of work, either we will owe you money or you will 
owe us money; 

➢ Fixed Agreed Monthly All-Inclusive Fee: These all-inclusive monthly payments are 
non-returnable and cover all the agreed work being carried out on your behalf with one 
month’s notice on either side. 

• By signing our Engagement Letter, you are ‘opting-in’ to the ‘client only’ area of our website and 
giving us your approval to be registered on our website. This will provide you with access to 
significant tax and business information, as well as a fortnightly email newsletter. 


