
17th October 2024

The board of trustees of The Cardinal Newman Roman Catholic Voluntary Aided School (Hove) Fund

Dear Sirs,

The purpose of this schedule and the Standard Terms of Business is to set out the basis on which we are to act as accountant and advisors to the
charity in respect to the independent examination you have requested us to carry out and to clarify our respective responsibilities in respect of that work.
We are bound by the code of ethics of Institute of Chartered Accountants in England and Wales and accept instructions to act for you on the basis that
we will act in accordance with those ethical guidelines.

1 Your responsibilities as trustees

1.1 Our independent examination will be conducted on the basis that you acknowledge and understand that you have responsibility:

(a) to prepare an account and statement for each financial year which fairly presents the receipts & payments of the charity for the 
period and its assets & liabilities at the period end in accordance with the Charities Act 2011 (“ChA 2011”) and regulations 
thereunder;

(b) in preparing the account and statement, to:

(i) select suitable accounting policies and then apply them consistently;

(ii) make judgments and accounting estimates that are reasonable and prudent; and

(iii) prepare the financial statements on the going concern basis, in particular, other than already disclosed, there are no 
significant doubts about the charity’s ability to continue in operation for at least twelve months from the date when the 
financial statements are expected to be approved, unless it is inappropriate to presume that the activities of the charity 
will continue.

(c) for ensuring that the charity maintains sufficient accounting records which disclose with reasonable accuracy at any time the 
financial position of the charity.  You are also responsible for such internal control as you determine is necessary to enable the 
preparation of accounts that are free from material misstatement whether due to fraud or error; and 

(d) for safeguarding the assets of the charity and hence for taking reasonable steps to ensure the charity’s activities are conducted 
honestly and for the prevention and detection of fraud and other irregularities.

1.2 In accordance with ChA 2011, s. 133, the charity’s trustees may elect to prepare a receipts and payments account and a statement of assets 
and liabilities as its annual statement of accounts. You have elected to prepare such an account and statement.

1.3 You are responsible for ensuring that the charity complies with laws and regulations applicable to its activities, and for establishing 
arrangements designed to prevent any non-compliance with laws and regulations and to detect any that occur.

1.4 You are also responsible for determining whether, in respect of the year, the charity meets the conditions for exemption from an audit set out 
in ChA 2011, s. 144, namely that:

(a) the charity’s gross income in the current year is more than £25,000, but not more than £1,000,000;

(b) the gross assets of the charity are less than £3.26m; or where they exceed £3.26m, gross income is less than £250,000; and

(c) no notice has been received from the Charity Commission requiring an audit.

1.5 If, in respect of the year, the charity satisfies the above criteria, the availability of the exemption from an audit of the financial statements is 
conditional upon your causing an independent examiners’ report to be prepared in respect of the financial statements in accordance with ChA 
2011, s. 145. You are responsible for deciding whether that report shall be made and for appointing us as reporting accountants to make that 
report to the trustees of the charity.

1.6 If gross income falls to £25,000 or less for the year, then, provided the other criteria set out above are met, you will need neither an audit nor 
an independent examiner’s report.

1.7 You are also responsible for determining whether, in respect of the year, the charity meets the conditions for preparing its financial statements
on the receipts and payments basis, namely that the charity’s gross income in the current year is no more than £250,000.



1.8 You have undertaken to make available to us, as and when required, all of the charity’s accounting records and related information, including 
minutes of trustees’ meetings and of all appropriate management meetings, necessary to carry out our work. You will make full disclosure to 
us of all relevant information.

2 Our responsibilities as independent examiners

2.1 We shall plan our work on the basis that an independent examiner’s report is required for the year, unless you inform us in writing that either:

(a) the charity requires an audit of the financial statements; or

(b) the charity requires neither an audit nor an independent examiner’s report.

2.2 Should you instruct us to carry out an audit, then the terms of that assignment will be dealt with in a new engagement letter. Should you 
inform us that the charity requires neither an audit nor an independent examiner’s report then we shall have no responsibilities to the charity, 
except those specifically agreed upon between us in respect of other professional services.

2.3 As independent examiners, we have a statutory responsibility to report to the trustees of the charity whether, in our opinion, there is 
reasonable cause to believe that, in any material respect:

(a) sufficient accounting records have not been kept, contrary to the requirements of ChA 2011, s. 130; or

(b) the account and statement do not agree with those accounting records.

2.4 Should our work indicate that the charity is not entitled to exemption from audit then we will inform you. In such circumstances, we will not 
issue any report and will withdraw from the engagement to prepare an independent examiner’s report, notifying you in writing of the reasons. 
In these circumstances, if appropriate, we will discuss with you the possibility of appointing us as auditors.

2.5 We have a professional responsibility not to allow our name to be associated with an account and statement that are, or may be, misleading. 
Therefore, although we are not required to search for such matters, should we become aware, for any reason, that the account and statement
are, or may be, misleading, if the matter cannot be adequately dealt with by means of qualifying our opinion (or by other appropriate 
modifications of the report), we will not issue any report. In such circumstances, we will withdraw from the engagement, and will notify you in 
writing of the reasons. 

2.6 Under ChA 2011, s. 156(2), we have a statutory duty to make a written report to the Charity Commission on such matters (which relates to the
activities or affairs of the charity or of any connected institution or body) of which we become aware during the course of our examination and 
which we have reasonable cause to believe is likely to be of material significance for the purposes of the exercise by the Commission of its 
functions under ChA 2011, s. 156(3). In addition under s. 156(4) if we become aware of any matter which does not require to be reported 
under s. 156(2) but which we have reasonable cause to believe is likely to be relevant for the purposes of the exercise by the Charity 
Commission of any of its functions then we may make a report on the matter to the Commission. We may have to make this report without 
your knowledge and consent and we cannot undertake to you to fetter this discretion in any manner.

Scope of independent examination

2.7 Our work as independent examiners will be carried out in accordance with guidance for such engagements issued by the Charity 
Commission. It will consist of comparing the account and statement with the accounting records kept by the charity, and making such limited 
enquiries of the trustees and staff of the charity as we may consider necessary for the purpose of our report.

2.8 As part of our normal procedures, we may request you to provide written confirmation of any information or explanations provided by you 
orally during the course of our work.

2.9 Our work as independent examiners will not be an audit of financial statements in accordance with International Standards of Auditing (UK). 
Accordingly, we will not obtain any independent evidence relating to entries in the accounting records, or to the amounts or disclosures in the 
account and statement. Consequently our work as independent examiners will not provide any assurance that the accounting records or the 
account and statement are free from material misstatement whether caused by fraud, other irregularity or error.

2.10 Because we will not carry out an audit, nor otherwise confirm the sufficiency of the accounting records maintained by the charity, we will be 
unable to provide any assurance as to whether the account and statement that we prepare from those records present fairly the charity’s 
receipts and payments and its assets and liabilities at the year end.

3 Other services - Accounting

3.1 It was agreed that we should carry out the following accounting and other services:

(a) write up the accounting records of the charity insofar as they are incomplete when presented to us;
(b) complete the postings to the nominal ledger; and
(c) prepare the accounts for approval by yourselves.

3.2 You have agreed that your staff will:

(a) keep the records of receipts and payments;
(b) reconcile the balances monthly with the bank statements.

4 Other services - Corporation Tax

4.1 You are responsible for notifying H M Revenue & Customs of when the charity comes within the charge to corporation tax. You agree that you
will notify us of this at the same time.

4.2 If the charity comes within the charge to corporation tax: 

 We will prepare from the accounts and other information and explanations provided by you the charity’s corporation tax return and
computations, together with all supporting schedules and, where necessary, amended returns. 

 We will send you the tax return and supporting schedules for you to approve and sign. We will then submit it, with the accounts and
computations, to H M Revenue & Customs. You authorise us to file the return electronically.

 We will deal with all communications relating to the charity’s tax return addressed to us by H M Revenue & Customs or passed to us
by the charity.  However, if H M Revenue & Customs choose your return for enquiry this work may need to be the subject of a
separate assignment in which case we will seek further instructions from you.  



4.3 We are able to offer fee protection insurance to cover the cost of our fees arising from HM Revenue & Customs investigations. If you would
like further details of this service please let us know. 

5 Excluded Services 

5.1 You will continue to deal with other matters required by law, such as:

 Pay As You Earn including year-end returns and matters relating to your employees;
 forms P11D;
 VAT returns.

5.2 We will be pleased to advise on any of these tax matters if so requested. 

6 Agreement of terms

6.1 The terms set out in this letter and our attached Standard Terms of Business shall take effect immediately upon your countersigning this letter
and returning it to us. If we are instructed to start work before receiving a signed copy of this letter we will treat that as acceptance of all the
terms of this engagement letter, unless we hear from you to the contrary within 30 days of you giving that instruction. 

6.2 This letter will also apply to any matter dealt with in respect of prior periods during our appointment.

6.3 Once it has been agreed, this letter and the attached Standard Terms of Business will remain effective until they are replaced. We shall be
grateful if you could confirm your agreement to these terms by signing the enclosed copy of this letter and returning it to us without delay.

6.4 We are committed to ensuring the protection of the privacy and security of any personal data which we process. Your attention is drawn to
clause 13 of the attached Standard Terms of Business which details how we treat personal  data received by us in the provision of our
services during our engagement with you. By signing this letter, you confirm that you have read and understood clause 13 and any privacy
notice referred to therein.

Yours faithfully,

Friend - James

FRIEND-JAMES LIMITED

We confirm that we have read and understood the contents of this letter and the attached Standard Terms of Business and agree that they accurately
reflect the services that we have instructed you to provide.

Signed ................................ ..........................

Dated ...........4th November 2024...........

Trustee Name ..........Mel Fane ................................................

For and on behalf of The Cardinal Newman Roman Catholic Voluntary Aided School (Hove) Fund.


















