Information requests and other client admin letters – clearance letter

Insert outgoing firm's name and address
insert Reference
insert Date
Dear Insert outgoing partner's name
Insert prospective client's name     
I have recently been approached by the above named client to act as the business’s accountants/tax advisers for the period ended insert date and thereafter.

Please could you inform me of any circumstances or information which you have knowledge of, which I need to consider in deciding whether or not to formally accept this appointment.

If there are no such circumstances that I need to be aware of, would you please supply the following information:

1. The client’s tax file or the last 6 years income/corporation tax returns and schedules submitted for the business, including all computations, and claims.

2. The last completed accounts available for the business.

3. A trial balance to support the latest accounts.

4. A note of the appropriate tax district and reference number.

5. Details of all tax losses available. 

6. Any other schedules or information, which you feel will be of assistance.

7. Details of historical cost or valuation relating to assets still held.

8. Details of any arrangements with the taxation authorities. 

Finally, I enclose a letter from the client authorising you to release the above information to me.

Thank you for your assistance in these matters.

Yours sincerely

Insert partner name and practice name
