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Engagement Document


Engagement document for the provision of a Business Plan by Solutions 4 Caterers
Introduction

It is both a requirement of the law relating to the provision of accounting services and also good professional practice to set out clearly in writing the terms and conditions upon which we provide you with professional services.

This document of engagement seeks to comply with this requirement.  We would request that you read through this document carefully to ensure there is no misunderstanding between us.  We cannot proceed without your confirmation that you accept the terms and condition set out in this document. By ticking the appropriate box on the web site, you accept the terms set out in this di=ocument.
Part 1 - Services to be provided by us

We agree to:-

1. Prepare financial projections for a business plan for a single catering site, based on the information supplied to us. We will estimate many of the costs for the business based on our knowledge of the industry and the discussions that we have with you. The purpose of providing this information is to allow you to assess the viability of the site and to use the plan to raise finance and/or facilitate discussions with the landlord. Whilst we will take reasonable care to ensure that the projections are accurate, they will be based on the information supplied by you. We will provide an expert with industry experience to discuss the business with you and to prepare and review the financial projections. The projections will be based on the information supplied by you to us. We have not given any opinion on the profit forecast and in particular we draw attention to the difficulty of projecting sales and margins in this type of business as it is highly dependent on the skills of the operator and local factors which we have not investigated.

Part 2 – Information to be supplied by you 

For your part, you agree:-

1.1 To supply us with all information in relation to the business that we may reasonably require, or that is relevant to the preparation of the business plan.
Part 3 – Agreements by you

You acknowledge your responsibilities as follows:-

1.1     You are responsible for ensuring that you prepare for our conversation and complete the instructions fully (a copy of which is shown in the schedule to this agreement)
1.2 You acknowledge that you have viewed a sample of the format of the business projections that we produce and that it will suit your requirements

1.3 You also acknowledge that the accuracy of the business plan will mainly rely on the information that you supply to us 
Part 5 - Other work

Any work of whatsoever description not included in this engagement document shall be the subject of a separate agreement, and this docuemnt shall be taken to be a full and inclusive statement of the matters referred to.

We will be pleased at any time to advise you on any business matter which falls within the scope of our professional competence and which you care to refer to us.

Part  6 - Fees


The fee for this service is £300 plus VAT payable in advance, less any discount to which you are entitled and which will be give prior to payment.  Should you require any amendment to the plan we provide, this will be available at a cost of £50 payable in advance
Part 7 – Complaints and queries

If at any time you are dissatisfied with the service you receive please contact Peter Flaxman.  We undertake to investigate any complaint carefully and promptly and to do all we can to explain the position to you. You also have the right to complain to the Institute of Chartered Accountants in England and Wales, should the need arise.
Part 8 - Retention of and access to records

1.1      During the course of our work we will collect information from you and from others acting on your behalf and will retain and store any original documents until completion of your business plan.
1.2      Whilst certain documents may legally belong to you, we intend to destroy correspondence and other papers that we store which are more than seven years old, other than documents we consider to be of continuing significance.  If you require retention of any document you must notify us of that fact in writing.

Part 9 – Proceeds of Crime and Money Laundering Act

1.1
Money Laundering Regulations 2007

In common with all accountancy and legal practices, we are required by the Proceeds of Crime Act 2002 and the Money Laundering Regulations 2007 to:

· maintain identification procedures for all new clients;

· maintain records of identification evidence; and

· report, in accordance with the relevant legislation and regulations, to the Serious and Organised Crime Agency.
Part 10 – Applicable law

1.1 This engagement document is governed by, and construed in accordance with, English law.  The Courts of England will have exclusive jurisdiction in relation to any claim, dispute or difference concerning this engagement document and any matter arising from it.  Each party irrevocably waives any right it may have to object to any 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.

1.2 All work performed is conducted using the current legislation according to the accounting period.  We cannot be held responsible for future development and changes in the legislation.

Part 11 – Contracts (Rights of Third Parties) Act 1999

1.1 Persons who are not party to this agreement shall have no rights under the Contracts (Rights of Third Parties) Act 1999 to enforce any terms of this agreement. This clause does not effect any right or remedy of any person which exists or is available otherwise than pursuant to that act.

1.2 The work that is undertaken is designed for your use only, the plan should not be distributed by you to any other party without our prior consent, other than your bank and the landlords of the site.

Part 12 – Electronic and verbal communication

1.1 As internet communications are capable of data corruption we do not accept any responsibility for changes made to such communications after their dispatch. For this reason it may be inappropriate to rely on advice contained in an e-mail without obtaining written confirmation of it. All risks connected with sending commercially sensitive information relating to your business are borne by you and are not our responsibility. If you do not accept this risk, you should notify us in writing that e-mail is not an acceptable means of communication.

1.2 E-mail may be used to enable us to communicate with you. As with any other means of delivery this carries with it the risk of inadvertent misdirection or non delivery. It is the responsibility of the recipient to carry out a virus check on any attachments received.

1.3 We assume no responsibility for any verbal advice given at any stage.

Part 13 – Data Protection Act 1998

To enable us to discharge the services agreed under this engagement, and for other related purposes including updating and enhancing client records, analysis for management purposes and statutory returns, crime prevention and legal and regulatory compliance, we may obtain, use, process and disclose personal data about you. You have a right of access, under data protection legislation, to the personal data that we hold about you. For the purposes of the Data Protection Act 1998, the data controller in relation to personal data supplied about you is Peter Flaxman.
Part 14 – Agreement of terms

Once it has been agreed, we will be available to complete the business plan for a period of one month. 
Schedule
Business Plan – Financial Projections

The best way of estimating the projected sales and costs is to understand how the business trades at present if you are looking at an existing business. Otherwise, use your knowledge of the industry or get information on a similar site. If you cannot get the information, our expert will help to guide you, but please remember that the more information you can get, the more reliable plan we produce will be.

When we talk about the site you are proposing to take on, we will need the following information or your best estimate for it, so please use this document to collate it ready for our conversation:

Your Details:

The name(s) of the person/people taking on the business (or a company name)

The name of the business

Sales:

 The total sales excluding machines for each week net of VAT

£

 The proportion of sales that will be liquor
           




%

 The proportion of sales that will be food

   



%

 The proportion of sales that will be accommodation




%

 The average spend for a meal be net of VAT



£       .    p

 The average room price net of VAT





£       .    p

 The number of letting rooms

 Fruit machine income will you receive





%

 Your weekly share of fruit machine income




£

 Your weekly share of cigarette machine income



£

What other weekly income is there from the business


£

What proportion of your sales will be to account customers



%

How much credit will they receive?






days




Margins

What is you expected gross profit on liquor





%

What is you expected gross profit on food





%

Will you pay rent for any machines?

What credit will you have from your suppliers

What proportion of liquor purchases will be for cash?



%

What proportion of food purchases will be for cash?




%

What proportion of other purchases will be for cash?



%

Liquor
payments
weekly/fortnightly/monthly/end of month following invoice

Food payments
weekly/fortnightly/monthly/end of month following invoice

Other payments
weekly/fortnightly/monthly/end of month following invoice

Ongoing Costs of specific to this business

Will you have any staff uniforms?





Yes/No
Will you feed staff







Yes/No
How often will you pay staff?



Weekly/Fortnightly/4 Weekly

Will you have a log fire?






Yes/N

Is it gas Central Heating?






Yes/No

What will you spend weekly on entertainment



£

What discounts do you expect to give weekly exc vat on customer offers
£

What recorded music will you play




radio, taped, jukebox

What TV's will you have





number and size

Will you show sky






Yes/No

Newspapers cost per week





£

What will you spend on Advertising/Marketing weekly

£

Stock-taker frequency






        times a year

Accounting pa









£

Payroll PA how many employees






staff

Employment Law, health & safety etc – pa





£

Special Insurance requirements



Flood area/thatched/etc

Rates payable (not rateable value) pa






£

Water Rates payable pa (water & sewage)





£

Annual Repairs (are the fixtures, fittings and equipment new or old in general)
£


Gardening spend a week







£

Broadband cost per month







£

Free Banking arranged for year 1?





Yes/No

Credit Card Payment available





Yes/No

Annual Capital Replacements
(new glass-washers, fridges, fryers, tills)

£

Start-up costs
 specific to this business
Fixtures and Fittings








£

Building Works required







£

New fixtures and fittings required






£

Cash Float









£

Machine Float









£


Glassware etc









£

Liquor stock








days

Food Stock








days

Rent Deposit









£

Valuers fees 









£

Legal fees 









£

Lease Premium 








£

Bank Arrangement Fee







£

Payroll

Weekly Standard Payroll Schedule







	Role
	Wage rate/hour or Annual Salary
	Hours worked per week

	Barman 1
	
	

	Barman 2
	
	

	Barman 3
	
	

	Barman 4
	
	

	Barman 5
	
	

	Barman 6
	
	

	Barman 7
	
	

	Barman 8
	
	

	Barman 9
	
	

	Barman 9
	
	

	Kitchen 1
	
	

	Kitchen 2
	
	

	Kitchen 3
	
	

	Kitchen 4
	
	

	Waiter 1
	
	

	Waiter 2
	
	

	Waiter 3
	
	

	Waiter 4
	
	

	Waiter 5
	
	

	Waiter 6
	
	

	Waiter 7
	
	

	Cleaner 1
	
	

	Cleaner 2
	
	

	Manager
	
	

	Security
	
	

	Accommodation 1
	
	

	Accommodation 2
	
	

	Accommodation 3
	
	


If you do not want to go in to the level of detail required by the table above and know what you expect your weekly wage costs to be. Just list them below, but remember to allow for National Insurance and holiday cover.

Management cost




£

Weekly bar wage cost




£

Weekly food wage cost



£

Weekly cleaning cost




£

Other wages costs




£
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