
You're officially part of PBT!
Everything you need to get started and make the most

of working with us.

Engagement confirmation &
compliance checks

Information gathering

 Third‑party access & authorisations

Onboarding complete – services begin

www.pbtaccountancy.co.uk

System setup & review

We're delighted you've chosen PBT and look forward to working with
you.

Before we get stuck into the numbers, there are a few important
things we need to get organised.

Our onboarding process helps us understand your business,
complete the necessary checks and make sure everything is
properly connected before your services begin.

Here's what happens next.
Your onboarding journey



Meet Taylor & Gina
Our onboarding specialists

 Will help you with:

              Your onboarding checklist 

              Information and document requests

              Access and authorisations
  

              Questions about what happens next

              Keeping your onboarding moving

They both work closely with the wider PBT team to make sure everything
comes together smoothly.

Taylor Gina



A Little Teamwork Goes a
Long Way! 🤝

We'll take care of the process, but there are a few things we'll need your
help with along the way.

We'll take care of...

✓ Guiding you through onboarding
✓ Sending clear requests and checklists
✓ Completing the necessary compliance checks
✓ Arranging relevant access and authorisations
✓ Keeping you informed of outstanding items

All we ask from you...

✓ Complete your checklists accurately
✓ Provide requested documents promptly
✓ Approve access requests when received
✓ Let us know if you're unsure about anything

The quicker we have everything we need, the
quicker we can get you up and running!



Typical Onboarding Timeframes

Everything available
No third-party delays

1–2 weeks

HMRC authorisations
Waiting for approval

2–4+ weeks

Banking or software access
Subject to provider approval Varies

Good Things Take a Little
Time! ⏳

We aim to get you up and running as smoothly as
possible. Some onboarding stages can happen together,

while others depend on information or approvals from
third parties.

What might slow things down?

• Outstanding documents or incomplete information
• HMRC or Companies House processing
• Banking and software approvals
• Missing personal codes or activation letters

We'll keep things moving wherever we can and let you know if something is holding up progress.
Timeframes are indicative and cannot be guaranteed.



Keeping You Updated

We'll confirm when onboarding has started, let you know if we're waiting for
something specific and confirm when onboarding is complete.

There may be quieter periods while we wait for HMRC, banks or other third
parties to respond. Don't worry — this doesn't mean we've forgotten you!

Keeping You in the Loop! 📩
We'll guide you through onboarding and let you
know what we need, when we need it and what

happens next.

Your Onboarding Requests

We'll send information requests, documents and approval links to your
email address using secure forms and structured checklists.
Our system sends automatic reminders (up to five) for outstanding
requests, helping make sure nothing gets missed.

A Little Tip! 💡
Please check your junk or spam folder and keep an eye out for
emails from PBT and our secure systems.
If you're unsure about a request or want to check progress,
Taylor & Gina are here to help.

We're working behind the scenes, even when you don't hear from us!



When Do Services Begin?

Some initial work may begin as soon as your proposal is accepted, using the
information and access available to us.

Full services commence once onboarding is complete, the necessary checks
have been satisfied and all required information and authorisations have been
received.

We'll confirm in writing when onboarding is complete and your full services have
formally commenced.

Getting Down to Business!
💼

Here's how we handle the start of your services
and when fees become payable.

How Are Fees Billed?

Onboarding fees: Payable when your proposal is accepted, where
applicable.

Ongoing services: Billed from the first day of the month in which work
begins.

One-off work: Billed on completion unless agreed otherwise in advance.

A Quick Heads-Up! 💡

Where initial work has already started, fees may still be payable even if
we're waiting for outstanding onboarding information or third-party
approvals.
Delays in completing onboarding may restrict or postpone full services but
do not automatically pause fees already due.

Your proposal and engagement letter set out the specific services, fees and payment arrangements agreed with you.



Need a Hand?
Whether you've got a question, need some guidance or aren't sure who to
speak to, we're here to help.

                               info@pbtaccountancy.co.uk

                               01242 357766

                              www.pbtaccountancy.co.uk

You're All Set! 🎉
Let the journey begin.

Once onboarding is complete, we'll confirm
everything is in place and your agreed services are

ready to begin.

What happens next?
✓ We'll introduce you to your ongoing PBT contacts.
✓ We'll confirm any outstanding actions or upcoming deadlines.
✓ You'll receive relevant information about your accounting
systems and services.
✓ We'll get on with looking after your numbers!

We're looking forward to being part of your business
journey and helping you build confidence in your

numbers.

Vicki & the PBT Team 🧡
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