SAMPLE PROFESSIONAL CLEARANCE LETTER FOR ACCOUNTANT USE
Dear Sirs 

COMPANY/CLIENT NAME 
We have been approached by the above to act as accountant, and we are writing to confirm whether you are aware of any professional reasons why we should not accept the appointment. We understand the client has already advised you of this approach and has provided written authority to disclose the necessary information to us.
Assuming you know of no professional reason why we should not accept the appointment, we should be obliged if you would provide us with the following information in relation to the above company: 

· A copy of the most recent set of accounts as prepared and submitted to HMRC
· A copy of the trial balance as per the aforementioned accounts
· Bank reconciliation statement as of the last balance sheet date
· A breakdown of fixed company assets as well as outstanding debtors and creditors as of the last balance sheet date
· Latest Corporation Tax computation along with CT600 as submitted to and agreed by HMRC (including any amended assessments if applicable) 

· Information regarding the Corporation Tax District and reference number 

· Latest assessments for income tax as well as any outstanding appeals or other correspondence if applicable
· Copies of the last P35 along with PAYE figures to date
· Copies of VAT returns (if applicable)

· Companies House authentication code

· Details regarding any outstanding correspondence or other ongoing matters with HMRC (if applicable)
· Any other relevant information which you believe would be of assistance to us 

We also ask that if you are holding any statutory book and records belonging to the company, such as the Memorandum and Articles of Association, Certificate of Incorporation, or payroll documentation, to kindly send these either to the company or to ourselves in order to allow compliance with any possible future HMRC enquiry. 
We thank you in anticipation of your assistance. 

Yours faithfully 


[image: image1]
