Welcome to xxxxxxxx        
Thank you for choosing the xxxxx for your bookkeeping support.  We hope that this is the start of a long and mutually beneficial business partnership.  If we are achieving this then please tell others, if we are not then please tell us!

Your primary contact at xxxxxxxx will be xxxxxxxxxxxxxxxxx.  Although they are your primary contact, in their absence any other member of our team will be happy to assist you in any queries you may have or with any help you may need.  

We take this opportunity to enclose our letter of engagement for your signature and return. 

To comply with the Money Laundering Regulations 2007, we need certain information to set up our files before we can start supporting your business, and with this in mind we should be grateful if you would complete the enclosed questionnaire as far as possible. For a Limited Company, we need a completed page one for each director or shareholder with 25% or more ownership or each partner in the case of a partnership.

In accordance with the Money Laundering Regulations we must ask you to provide us with two forms of identification.  One must include a recent photograph, such as a copy of your passport or new style driving licence, and the other must show your most recent residential address, such as a copy of a utility bill and dated within the last 3 months. 

Please do not hesitate to ask for any help or further explanations that you may need in respect of the above.

Address
Address

Address

Post code
t. xxxxx xxxxxx

e. xxxx@xxxxxxxx.co.uk

w. www.xxxxxxxx.co.uk

Client information questionnaire 

	Forename:


	

	Surname:


	

	Date of birth:


	

	Marital status:


	

	Residential address (current):


	

	Residential address (previous if your current is less than 3 years):


	

	Private telephone number:


	

	Private e-mail address:


	

	Mobile telephone number:


	

	Tax reference number and

National insurance no:


	

	Position:


	

	Business Name:


	

	Business Address:
	

	Business telephone number:


	

	Business e-mail address:

(If different from personal email above)


	

	 Please indicate which of the above should be used for correspondence
Business  or  Personal

	Date business commenced:


	

	Nature of business:


	

	Is the business a member of any professional or trade association?
	If so, please list

	VAT Number (if applicable):


	#
Standard / Cash accounting / Flat rate scheme

	PAYE reference number (if applicable)
	

	Number of employees:
	

	Trading medium:

(sole trader, partnership, limited company, other – please state)
	

	If limited, please provide the company registration number as recorded at companies house & a copy of certificate of incorporation
	

	Name and address of your Accountant
	

	Names of all beneficial owners

· Owners, shareholders etc

With 25% or greater ownership
	


Identification to be provided for each beneficial owner with an interest of 25% or greater:
1. Photographic identification
  2. Verification of address (such as a utility bill)
