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Mahbub and CoLtd. fradingas Mahbub & Co. Registered in England and Wales. Company No: 07576334

Accountants

TERMS OF BUSINESS

These Terms of Business (updated September 2020) set out the terms on which we are to act for you and should
be read in conjunction with our current letter of engagement and privacy notice. All work is carried out under
these terms except where changes are expressly agreed in writing.
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PROFESSIONAL RULES AND PRACTICE GUIDELINES

We are a member of the Association of Accounting Technicians and in our conduct are subject to its
Code of Ethics and Conduct which can be found at https://www.aat.org.uk/membership/standards-
requirements/professional-ethics. We will observe and act in accordance with the byelaws and
regulations of AAT. We accept instructions to act for you on this basis.

CONFLICTS OF INTEREST, INDEPENDENCE AND CONFIDENTIALITY

You agree that we may reserve the right to act during this engagement for other clients whose interests
are or may be averse to yours, subject of course to the obligations of confidentiality referred to below.
We confirm that we will notify you immediately should we become aware of any conflict of interest to
which we are subject in relation to you. Where conflicts are identified which cannot be managed in a
way that protects your interests then we regret that we will be unable to provide further services.

If there is a conflict of interest that is capable of being addressed successfully by the adoption of suitable
safeguards to protect your interests then we will adopt those safeguards. Where possible this will be
done on the basis of your informed consent.

If we become aware of a dispute between the parties who own or are in some way involved in the
ownership and / or management of the entity, it should be noted that the addressee of our letter of
engagement is our client (for example, the company / LLP / charity / trust / pension scheme / club /
partnership / sole trader or, in the case of a personal tax client, the individual) and we would not provide
information or services to one party without the express knowledge and permission of all parties. Unless
otherwise agreed by all parties we will continue to supply information to the normal place for which we
send correspondence for the attention of the management of the entity. If conflicting advice, information
or instructions are received from different members of management, we will refer the matter back to
those charged with governance of the entity and take no further action until they have agreed the action
to be taken.

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 pronouncements
(such as by our insurers, or part of an external peer review) applicable to our engagement. 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.

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

You agree that it will be sufficient compliance with our duty of confidence for us to take such steps as
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we in good faith think fit to preserve confidential information both during and after the termination of
this engagement.

You hereby explicitly acknowledge and consent that we may make use of cloud computing services to
store Personal Information and other data relating to you. We will use commercially reasonable security
technologies (such as encryption, password protection and firewall protection) to protect this Personal
Information and other data from unauthorised disclosure. You, however, acknowledge and agree that it
is impossible for us to guarantee the security of the Personal Information and other data with absolute
certainty and that the use of cloud computing services may therefore entail certain risks. We shall only
be responsible if it has finally judicially been determined that we did not take commercially reasonable
measures to protect the Personal Information and other data from unauthorised disclosure.

QUALITY CONTROL

As part of our ongoing commitment to providing a quality service, our files are annually subject to a
quality control review by firm’s Principal.

4 DATA PROTECTION

4.1

4.2
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4.5

In this clause, the following definitions shall apply:

e ‘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;

e ‘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;

e ‘controller’, ‘data subject’, ‘personal data’, and ‘process’ shall have the meanings given to them
in the data protection legislation.

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

e ‘PECR’ means the Privacy and Electronic Communications (EC Directive) Regulations 2003
(S12426/2003).

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.

You shall only disclose client personal data to us where:
6)] you have provided the necessary information to the relevant data subjects regarding its use;

(ii) 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

(iii) you have complied with the necessary requirements under the data protection legislation to
enable you to do so.

Should you require any further details regarding our treatment of personal data, please contact Mahbub
Murshed.

We shall only process the client personal data:

6] in order to provide our services to you and perform any other obligations in accordance
with our engagement with you;

(i1) in order to comply with our legal or regulatory obligations; and



4.6

4.7

4.8

4.9

5.1

5.2

6.1

6.2

Appendix 1

(iii) where it is necessary for the purposes of our legitimate interests and those interests are not
overridden by the data subjects’ own privacy rights. Our privacy notice contains further
details as to how we may process client personal data.

For the purpose of providing our services to you, pursuant to our engagement letter, we may disclose the
client personal data to members of our firm’s network, our regulatory bodies or other third parties (for
example, our professional advisors or service providers). The third parties to whom we disclose such
personal data may be located outside of the European Economic Area (EEA). 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 data protection legislation.

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

In respect of the client personal data, provided that we are legally permitted to do so, we shall promptly
notify you in the event that:

6] 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;

(ii) we are served with an information, enforcement or assessment notice (or any similar
notices), or receive any other material communication in respect of our processing of the
client personal data from a supervisory authority as defined in the data protection legislation
(for example in the UK, the Information Commissioner’s Officer); or

(iii) we reasonably believe that there has been any incident which resulted in the accidental or
unauthorized access to, or destruction, loss, unauthorized disclosure or alteration of, the
client personal data.

Upon the reasonable request of the other, we shall each co-operate with the other and 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 in accordance with our engagement
letter with you in relation to those services.

LIMITATION OF THIRD PARTY RIGHTS

A person who is 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.

The advice, which we give you, is for your sole use and does not constitute advice to any third party to
whom you may communicate it unless we have expressly agreed in the letter of engagement that a
specified third party may rely on our work. We accept no responsibility to third parties, including any
group company to whom the letter of engagement is not addressed for any aspect of our professional
services or work that is made available to them.

LIMITATION OF LIABILITY

We will provide our professional services with reasonable care and skill. Our liability to you is limited
to losses, damages, costs and expenses caused by our negligence, wilful default or breach of contract.
However, to the fullest extent permitted by law, we will not be responsible for any losses, penalties,
surcharges, interest or additional tax liabilities arising from the supply by you of incorrect or incomplete
information, or your failure to supply any appropriate information or your failure to act on our advice or
respond promptly to communications from us or any public sector body (such as HMRC).

You agree to hold harmless and indemnify us, our principals, subcontractors and staff, to the fullest extent
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permitted by law, for any loss suffered by you arising from any misrepresentation (intentional or
unintentional) supplied to us orally or in writing in connection with this agreement. You have agreed
that you will not bring any claim in connection with services we provide to you against any of our
principals or staff personally.

We will endeavour to record all advice on important matters in writing. Advice given orally is not
intended to be relied upon unless confirmed in writing. Therefore, if we provide oral advice (for example,
during the course of a meeting or a telephone conversation) and you wish to be able to rely on that advice,
you must ask for the advice to be confirmed by us in writing.

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.

It is your responsibility to keep proper accounting records that disclose with reasonable accuracy at any
particular time the financial position of the business/charity. It is also your responsibility to safeguard
the assets and to take reasonable steps for the prevention of and detection of fraud and other irregularities
with an appropriate system of internal controls.

APPLICABLE LAWS

These Terms of Business, in conjunction with any additional letters of engagement shall be governed by,
and 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 these Terms of Business
in conjunction with any letter of engagement and any matter arising from it. Each party irrevocably
waives any right it may have 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.

FEES AND COMMISSIONS

Our fees are based upon the degree of responsibility and skill involved, the importance and value of the
advice that we provide, the level of risk, and the time necessarily occupied on the work.

If we provide you with an estimate of our fees for any specific work, then the estimate will not be
contractually binding unless we explicitly state that this will be the case. Unless otherwise agreed to the
contrary our fees do not include the costs of any third party, counsel or other professional fees.

Where requested we may indicate a fixed fee for the provision of specific services or an indicative range
of fees for a particular assignment. It is not our practice to identify fixed fees for more than a year ahead
as such fee quotes need to be reviewed in the light of events. If it becomes apparent to us, due to
unforeseen circumstances, that a fee quote is inadequate, we reserve the right to notify you of a revised
figure or range and to seek your agreement thereto.

Fees are charged separately for each of the main classes of work we perform for you and will be billed
at appropriate intervals during the course of the year. Our fees are exclusive of VAT which will be added
where it is chargeable. Any disbursements we incur on your behalf and expenses incurred in the course
of carrying out our work for you will be added to our invoices where appropriate.

In some cases, you may be entitled to assistance with your professional fees, particularly in relation to
any investigation into your tax affairs by HMRC. Assistance may be provided through insurance policies
you hold or via membership of a professional or trade body. Other than where such insurance was
arranged through us you will need to advise us of any such insurance cover that you have. You will
remain liable for our fees regardless of whether all or part are liable to be paid by your insurers.

Fees are due for payment within 30 days of the date on the invoice. A VAT invoice will be issued to you
upon receipt of your payment.

All queries on fee accounts rendered by us must be raised in writing within 7 days of the account being
issued. Any account received by you and not queried in writing within 14 days will be deemed to be
accepted as a reasonable charge for the work done.
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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 for you on giving written notice if payment of any fees billed is unduly delayed. We may take
legal action to recover our outstanding fees and any admin or legal charge incurred during this process.
We intend to exercise these rights only where it is fair and reasonable to do so.

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

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

If it becomes necessary for us to liaise with or make a report to a regulator or public sector body, as a
result of any statutory duty imposed upon us by legislation or other regulation, including after our
engagement has ended, we reserve the right to charge for work undertaken in accordance with these
reporting duties.

If, for any reason it becomes necessary for us to withdraw from the engagement, our fees for work
performed up to that date will be payable by you.

THE BEST SERVICE

We wish to provide a high quality of service which is both efficient and effective at all times. If at any
time you would like to discuss with us how our service to you could be improved or if you are concerned
with the service which you are receiving, please let us know by contacting Mahbub Murshed in person,
by phone, by email or in writing.

We undertake to consider any comments carefully and promptly and to do all we can to explain the
position to you. We undertake to do everything reasonable to resolve any problems and if you are still
not satisfied you may, of course, take up matters with The Association of Accounting Technicians
(https://www.aat.org.uk/membership/standards-requirements/complaints).

RETENTION OF AND ACCESS TO RECORDS

You have a legal responsibility to retain documents and records relevant to your financial affairs. During
the course of our work we will collect information from you and others relevant to your tax and financial
affairs. We will return any original documents to you following the completion of the assignment.
Documents and records relevant to your affairs are required by law to generally be retained six years
from the end of the accounting period.

Whilst certain documents may legally belong to you, we intend to destroy correspondence and other
papers that we store, which are more than ten years old, other than documents which we consider to be
of continued significance. If you require retention of any documents for any longer period, you must
notify us of that fact in writing.

ELECTRONIC AND OTHER COMMUNICATION

Electronic communications are capable of non-receipt, delayed receipt, inadvertent misdirection or
interception by third parties 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. As electronic communication is not totally secure,
we do not accept responsibility for any errors or problems that may arise through the use of electronic
communications and all risk connected with sending sensitive information relating to the entity are borne
by you. If you do not agree to accept this risk (which will achieve greater efficiency and lower costs),
you should notify us in writing that e-mail is not an acceptable means of communication, and we will
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communicate by paper mail, other than where electronic submission is mandatory.

It is the responsibility of the recipient to carry out a virus check on any e-mails and attachments received.
However, we do use virus-scanning software to reduce the risk of viruses and similar damaging items
being transmitted through e-mails or electronic storage devices.

Any communication by us with you sent through the United Kingdom postal system is deemed to arrive
at your postal address two working days after the day that the document was sent.

PROVISION OF SERVICES REGULATIONS 2009

In accordance with the disclosure requirements of the Provision of Services Regulations 2009, our
professional indemnity insurer is AXA Insurance UK plc Registered in England and Wales No 78950,
Registered Office: 20 Gracechurch Street, London EC3V 0BG. A member of the AXA Group of
companies who could be reached on 0330 159 1508 or by contacting the insurance underwriter Rhino
Trade Insurance (https://www.rhinotradeinsurance.com/publicliability-insurance/). The territorial
coverage is worldwide excluding professional business carried out from an office in the USA or Canada,
and excludes any action for a claim brought in any court in the USA or Canada.”

CLIENTS’ MONEY REGULATIONS
We do not, and will not, hold any client money.
CLIENT IDENTIFICATION

As with other professional services firms, we are required to identify our clients for the purposes of UK
anti-money laundering legislation. We may request from you, and retain, such information and
documentation as we require for these purposes and / or make searches of appropriate electronic
databases. If we are not able to obtain satisfactory evidence of your identity, we will not be able to
proceed with the engagement.

STAFF

Our staff are assigned to you on the mutual understanding that neither party will offer employment to,
nor employ, the staff of the other who have been involved during the assignment, or dealing with you,
within 12 months unless written consent has been obtained from either party. If such consent is given
either party reserves the right to bill an appropriate fee of 25% of annual salary on appointment plus
VAT.

INTELLECTUAL PROPERTY RIGHTS

We will retain all copyright in any document prepared by us during the course of carrying out the
engagement save where the law specifically provides otherwise.

TERMINATION OF AGREEMENT

Each of us may terminate this agreement by giving not less than 21 days’ notice in writing to the other
party except where you fail to cooperate with us or we have reason to believe that you have provided us
or HMRC with misleading information, in which case we may terminate this agreement immediately.
Termination will be without prejudice to any rights that may have accrued to either of us prior to
termination.

In the event of termination of this contract, we will endeavour to agree with you the arrangements for the
completion of work in progress at that time, unless we are required for legal or regulatory reasons to
cease work immediately. In that event, we shall not be required to carry out further work and shall not
be responsible or liable for any consequences arising from termination.
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DISENGAGEMENT

Should we resign or be requested to resign we will normally issue a disengagement letter to ensure that
our respective responsibilities are clear. This will also assist in ensuring an efficient handover between
professional advisers. Should we have no contact with you for a period of one year or more we may
issue to your last known address a disengagement letter and hence cease to act.

INTERPRETATION

If any provision of our letter of engagement or terms of business is held to be void, then that provision
will be deemed not to form part of this contract. In the event of any conflict between these terms of
business and the letter of engagement or appendices, the relevant provision in the letter of engagement
or schedules will take precedence.

MONEY LAUNDERING REGULATIONS

Mahbub & Co Limited provides services that fall within one or more of the definitions of categories of
services which are regulated services within the definitions under Regulation 11 and 12 of The Money
Laundering, Terrorist Financing and Transfer of Funds (Information on the Payer) Regulations 2017
(MLR 2017) (“the regulations”) as enacted on the 26/06/2017 and as subsequently amended. The Money
Laundering and Terrorist Financing (Amendment) Regulations 2019 enacted on 10 January 2020 and
The Money Laundering and Transfer of Funds (Information) (Amendment) (EU Exit) Regulations 2019
enacted on the day that the UK left the EU. Further legislative changes include the Sanctions and Anti-
Money Laundering Act 2018 (Sanctions Act), The Sanctions (EU Exit) (Miscellaneous Amendments)
Regulations 2020 and The Money Laundering and Terrorist Financing (Amendment) (EU Exit)
Regulations 2020.

Mahbub & Co Limited is aware that it is obliged to comply with the legislation, guidance and best
practice that is in force from time to time in relation to AML/CTF that is relevant to services offered by
Mahbub & Co Limited.

Mahbub & Co Limited is also aware that it is Proceed of Crime Act (POCA) 2002 and Terrorism Act
(TACT) 2000 that place an obligation on it to identify and make Suspicious Activity Reports (SARs) to
the National Crime Agency (NCA).

Mahbub & Co Limited is not an expert in criminal law relevant in the UK or globally and, as such,
realizes the flexibility that is introduced by POCA which includes "suspicion" and "grounds for
suspicion" as reportable matters alongside "knowledge" or "grounds for knowledge".

Mahbub & Co Limited, therefore, recognizes matters to be reported include matters where there is a
suspicion that conduct has taken place that is known to be a crime and something that has taken place
that there is a suspicion is criminal conduct.

To comply with law and reporting regulations Mahbub & Co Limited will obtain client’s relevant records
and identification during engagement as part of Due Diligence and will scrutinize client’s transactions
on-going basis and if anything, suspicious arise Mahbub & Co Limited will have an obligation to report
it to relevant authority.

REGISTRATIONS WITH REGULATORY BODIES

It will be client’s sole responsibilities to inform us whether or not client is regulated by any other bodies
such as Financial Conduct Authority (FCA), ATOL etc.

COMPUTERISED ACCOUNTANCY SYSTEMS

HMRC’s Making Tax Digital (MTD) plans will ultimately create challenges for businesses, individuals
and landlords alike, and our specialist tax and accounting experts are ready to assist.

MTD is changing the way in which all individuals and businesses report their financial details to HMRC.
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The first phase of the MTD journey was introduced in April 2019 with MTD for VAT. This required
VAT registered businesses with a taxable turnover above the VAT threshold (£85,000) to keep digital
records and use software to submit their VAT returns. This is for all types of business, whether you are
a limited company, sole trader, partnership, etc.

April 2021 (Phase 2) will be the end of the soft-landing period for VAT registered businesses that are
already required to comply with MTD for VAT. This phase dictated that there must be digital links
between all aspects of the accounting function. This means no manual keying in of data unless it is the
first point of entry to the accounting system. There needs to be a clear digital link of the data from the
source document all the way through to VAT submission. Read more here.

1st April 2022 — Phase 3 of MTD for VAT

All VAT registered businesses will need to follow MTD rules for VAT return periods starting on or after
Ist April 2022.

6th April 2024 — Phase 1 of MTD for Income Tax Self-Assessment (ITSA)

Self-employed businesses and landlords with annual business or property income above £10,000 will
need to follow the rules for MTD for ITSA from their next accounting period starting on or after 6 April
2024.

All individuals can now access their Personal Tax Account (PTA) online. The account gives individuals
an up-to-date picture of their tax position in much the same way as online banking does for personal
finances.

6th April 2025 — Phase 2 of MTD for ITSA

General partnerships will fall into MTD for ITSA from April 2025, with a date for other types of
partnerships such as LLPs not yet confirmed.

2026

It is expected that MTD for Corporation Tax will be introduced in 2026.

At present there is no free software for MTD although HMRC is working closely with software providers
to ensure that there is a range of suitable products. However, this software tends to be very basic and
unsuitable for the majority of businesses.

The commercial software's that are available do vary and are suited to different kinds of businesses.
Before you choose your software, you should speak to us so that we can explain which software would

be best for you as well as provide training where needed.

We have been working with our clients over the past year to ensure the books are delivered to us in an
electronic fashion to ensure that the compliance fees for this are kept to a minimum.



