APPLICATION AND PROFESSIONAL SKILLS
THE FORMAT OF LETTERS AND REPORTS
Introduction

Structure is one of the three skills assessed in the Application and Professional Skills paper. We have
previously published guidance on the factors which we consider when determining whether a candidate
is awarded a pass or a fail and this has now been updated in relation to Structure (from November
2022). The purpose of this note is to provide some further guidance on letters and reports.

Letters and Reports

The APS questions always either require the candidate to produce a letter or require the candidate to
produce a report. Reports and letters are not the same thing and it is therefore vital that candidates
produce the correct document.

Whilst it is recognised that candidates will be trained to produce letters and reports in the house style
for their firm and therefore there is not a single prescribed format required for the exam, it is also clear
that significant numbers of candidates would appreciate guidance from us as to how they may be
formatted. A different but appropriate presentation is not penalised. For clarity, we have flagged below
comments relating to style which are not penalised using STYLE

General Points for both Letters and Reports

1. Abbreviations may be used in the answer. They should be defined on their first use, for example
Business Property Relief (“BPR”). There is no need to produce a separate list of abbreviations
(although this will not lose credit, it will not gain credit).

2. Full sentences should be used throughout, including when any lists or bullet points are used.

3. Unless the question provides information to the contrary, candidates may assume that the
letter/report is covered by the engagement letter and accordingly there is no need to refer to
the engagement letter in their answer.

Letters

1. The requirement to produce a letter will only be used in questions where the candidate is
advising their client and not for situations where the candidate is, for example, the in-house tax
manager.

2. The letter should include the address of the sender, the name and address of the client and the
date. Where the address is given in the question, this should be used in the answer. Where
the address is not given, “Your address” and “My address” may be used or an address may be
invented. Whilst the address of the client should always be at the top of the letter, candidates
may if they wish have the details of their firm elsewhere (e.g. the bottom of the first page) as
would be the case for headed notepaper — STYLE. In terms of formatting within the constraints
of the exam it is likely to be easier to adopt a normal business format of the firm’s address in
the top right with the client’s address on the left.

3. Candidates may if they wish include a filing reference, however there is no requirement to do
so- STYLE.

4. If the client is referred to by their title throughout the question (for example Mr Brown) or if the

title is used in correspondence between adviser and the client (in the Exhibits), the title should

be used in the salutation (for example Dear Mr Brown). Normally however, the question will
use forenames throughout and the salutation should therefore do this (for example, Dear Alex).

After the salutation, there should be a heading appropriate for the content/purpose of the letter.

6. There should then be an introduction briefly setting out the background to the letter and the
information on which it is based (for example a letter from the client) and any limitations.

7. Where the letter to and about individuals it should use “you” throughout unless there are two
clients (for example husband and wife) in which case for clarity it may be necessary to use their
names (for example, David should do X while Mary should do Y). Where the client is a
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Reports
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company, the letter should say “the Company should” or “G Ltd should” - STYLE. It should not
jump between “” and “we”.

As the letter will be from one person to another, it should be written in the first person, thus, “I
recommend” not “it is recommended”. STYLE

If there are calculations, (for example comparing option A with option B) it may be appropriate
for these to be in an enclosure to the letter rather than in the main body of the letter.

In the body of the letter, conclusions and recommendations should be drawn out at appropriate
points. For example, if a section of the letter considers whether a company should be sold, at
the end of that section there should be a conclusion on this point.

The letter should include a section summarising the key advice and recommendations. This
may either follow the introduction or be at the end of the letter. As the letter is a more personal
document than a report, “Conclusions” is likely to be a more appropriate term than “Executive
Summary” - STYLE. There should be sufficient information that the recipient can understand
the recommendations without reading the detailed analysis. It should not provide new analysis
on a particular topic, but may combine or draw together conclusions from the body of the letter.
For example, the body of the letter may include sections on two separate points each of which
has a conclusion which potentially conflict. The Conclusion may refer to those conclusions and
weigh them up in making a final recommendation.

There should not be two separate Conclusions sections at the beginning and end of the letter
as they are likely to be largely the same and will waste time (although it will not lose credit).
The letter should conclude with “Yours sincerely”.

A report will always be required in questions where the candidate is not an adviser in practice
(for example, where the candidate is an in-house tax manager). In questions where the
candidate is an adviser in practice, a report will often be required.

It should start with a heading setting out who the report is to and what is the subject of the
report.

There is no need to produce a contents page. Although this will not lose credit, it will not gain
credit.

The introduction should confirm who the report is for and say who may rely on it. It should
briefly set out the information on which it is based (for example a letter from the client) and any
limitations. The adviser's name and date of the report may follow this or be at the end of the
report. The address may be included.

In the body of the report, conclusions and recommendations should be drawn out at appropriate
points. For example, if a section of the report considers whether a company should be sold, at
the end of that section there should be a conclusion on this point.

The Executive Summary summarises the main advice and recommendations. There should
be sufficient information so that the recipient can understand the recommendations without
reading the detailed analysis. It should not provide new analysis on a particular topic, but may
combine or draw together conclusions from the body of the report. For example, the body of
the report may include sections on two separate points each of which has a conclusion which
potentially conflict. The Executive Summary may refer to those conclusions and weigh them
up in making a final recommendation.

There should not be a separate Conclusions section at the end of the report as well as the
Executive Summary as this is likely to be largely the same and will waste time (although it will
not lose credit).

Rather than using “you should” the report will normally use the client’s name (for example “Peter
should” or “the company should”), particularly where the report is addressed to a group of
people (for example the Board of directors) - STYLE.

The report may be written in the third person, thus “it is recommended”. Where the report is
from a firm of advisers, if the first person is used, “we recommend” will be more appropriate
than “I recommend” - STYLE. Whichever form is chosen, it should be used throughout the
report.



