Linneweber 2 – checklist of documents and information to be sent to Ian Spencer & Associates at 42 St Andrews Road, Sheffield, South Yorkshire, S11 9AL.
1. Fixed fee payment in full.  Please send a cheque for £180 made payable to Ian Spencer & Associates Limited at the above address.  You will receive a full tax invoice by return.  This fee covers all actions to submit the claim in the manner prescribed and follow it up as appropriate with request for review and/or appeal to the tax tribunal.
2. Details of VAT declared on income generated from gaming machines.  If possible this should be weekly or monthly, failing which quarterly.  If gross figures for gaming machine income are supplied please confirm this is the case (see attached spreadsheet, which can be used to supply the details).  It is important to be able to split gaming machine income into periods before and after VAT rate changes (17.5% up to 30 November 2008, 15% between 1 December 2008 and 31 December 2009, 17.5% from 1 January 2010 until 3 January 2011, and 20% from 4 January 2011).  You must also make clear what income is generated before 21 July 2009 and what income is generated after, for the VAT period covering this date
3. VAT return details for all VAT periods finishing after 30 June 2007.  I need details of output tax (Box 1 and 3 of the VAT return), input tax (Box 4 of the VAT return) and outputs (Box 6 of the VAT return)(see attached spreadsheet which is prepared for completion).
4. Copies of any working papers to support the figures on the VAT return, this would include any partial exemption calculations.  If there aren’t any partial exemption calculations this is not a problem as the information provided can be used to do this.
5. Confirmation of the terms of this engagement, i.e. agreement to the fixed fee of £150 + VAT (total £180) plus 10% (+ VAT) of any moneys recovered from HMRC .  Take two copies of the attached document, complete and sign both, retain one copy for the clubs records, return the other with the other documents requested to Ian Spencer & Associates Limited.
6. Form 64-8 authorising Ian Spencer & Associates Limited as your VAT agent for this sole engagement.  This will be sent to HMRC with the explanation that this authority only extends for the duration of this engagement, unless otherwise notified.
