Russell & Co.

Terms & Conditions of Business

Our Aim

We aim to offer our clients quality legal advice with a personal service at a fair cost.  At the outset, we hope it is helpful to you to set out in this statement the basis on which we will provide our services.

Our Commitment to You

We will:

· REPRESENT your interests and keep your business confidential

· EXPLAIN to you the legal work that may be required and the prospects of a successful outcome

· MAKE SURE that you understand the likely degree of financial risk you will be taking on and whether the likely outcome of your case will justify the likely charges

· ADVISE YOU if Legal Aid funding might be available to you

· AVOID using technical legal language when writing to you

· SEND YOU copies of all important correspondence and letters

· RETURN your telephone calls the same day, if at all possible

· PROVIDE appointments without any undue delay

In return, we ask clients to respond to our requests promptly and to pay our fees and disbursements without delay.

Our Hours of Business

Our normal hours of business are between 9.00 a.m. to 1.00 p.m. and 1.30 p.m. to 5.00 p.m. on weekdays.  Messages can be left on our answerphone outside these hours and appointments can be arranged at other times if necessary. For Estate Agency enquiries we can be contacted outside normal office hours on 07709 565311.

Charges and Expenses

Our charges are based on the time actually spent on your case by your solicitor and other staff. This will include meetings with you and perhaps others; any time spent travelling; considering, preparing and working on papers; correspondence; and making and receiving telephone calls. 

Routine letters and / or emails we write, and routine telephone calls we make and receive will be charged as units of 1/10th of an hour. Routine letters and / or emails received will be charged as units of 1/20th of an hour. Other letters, emails and calls will be charged on a time basis. 

The current hourly rates are set out below.  We will add VAT at the rate that applies when the work is done.  At present VAT is 17.5%.  

	Partners

Assistant Solicitors

Legal Executives

Trainee Solicitors

Executives

Trainee Legal Executives
	£170.00
£140.00

£130.00

£110.00

£100.00

£100.00


On the 1st of April each year we will review the hourly rates to reflect increases in our overhead costs and inflation.  We will notify you in writing of any increased rate.

In addition to the time spent, we may take into account a number of factors which will increase the hourly rates specified above.  These include the complexity of the issues, the need to work outside normal office hours, the speed at which action must be taken, the expertise or specialist knowledge that the case requires and, if appropriate, the value of the property or subject matter involved.  If you have any query about the level of any revised rates notified to you please contact your solicitor straight away. 

If for any reason your matter does not proceed to completion, we will charge you for work done on a time spent basis and expenses incurred. If your matter is a conveyancing matter, a large proportion of the work is carried out in the early stages of the transaction and therefore if the matter is approaching exchange of contracts when it aborts, the time spent is likely to account for at least 75% of the fee quoted. The abortive charges will not however be more than the fee estimated initially, or any updated estimate.

It is normal practice to ask clients to pay sums of money from time to time on account of the charges and expenses which are expected in the following months. This helps to avoid delay in the progress of their case. We will offset any such payments against your legal costs but it is important you understand that your total charges and expenses may be greater than any advance payments. Any cheques should be made payable to Russell & Co. We also accept most major credit or debit cards. Alternatively, we are happy to discuss arrangements for spreading your payments over time by way of a monthly Standing Order. Please ask for a mandate if required.

Confidentiality, Identification Procedure and Money Laundering

Proof of Identity

The law now requires us to obtain satisfactory evidence of the identity of our clients. We will therefore need to see your original passport or UK driving licence. If you do not have either a passport or a UK driving licence then please contact us to discuss what alternative documents can be used to establish your identity. If you are unable to provide original documents then a copy will suffice provided a solicitor has certified the copy. We also need to obtain evidence of your address – you will need to provide us with a recent original utility bill (no less than 3 months old) or bank statement or your driving licence. We will need to see originals unless a certified copy is obtained.

Confidentiality

Solicitors are under a professional and legal obligation to keep the affairs of their clients confidential. This obligation is however subject to a statutory exception: recent legislation on money laundering and terrorist financing has placed solicitors under a legal duty in certain circumstances to disclose information to NCIS. Where a solicitor knows or suspects a transaction on behalf of a client involves money laundering the solicitor may be required to make a money laundering disclosure. If this happens we may not be able to inform you that a disclosure has been made or of the reasons for it because the law prohibits ‘tipping off’.

Anti Discrimination Policy

In accordance with the Solicitors’ Practice Rules 1990 we will not discriminate against any person under any section of the Sex Discrimination Act 1975, the Race Relations Act 1976 and the Disability Discrimination Act 1995.

Financial Services

We are not authorised under the Financial Services & Markets Act 2000 but we are able, in certain circumstances, to offer a limited range of investment services to clients because we are members of the Solicitors’ Regulation Authority. We can provide these investment services if they are an incidental part of the professional services we have been engaged to provide.

If you have any problem with the service we have provided for you then please let us know. We will try to resolve any problem quickly and operate an internal complaints handling system to help us resolve the problem between ourselves. If for any reason we are unable to resolve the problem between us, then we are regulated by the Solicitor’s Regulation Authority who also provide a complaints and redress scheme.

We are not authorised by the Financial Services Authority. However, we are included on the register maintained by the Financial Services Authority so we can carry out insurance mediation activity, which is broadly the advising on, selling and administration of insurance contracts. The Solicitors’ Regulation Authority regulates this part of our business, including arrangements for complaints or redress if something goes wrong. The register can be accessed via the Financial Services Authority website at www.fsa.gov.uk/register.
Tax Advice

Any work we do for you may involve tax implications or necessitate the consideration of tax planning strategies.  We may not be qualified to advise you on the tax implications of a transaction you instruct us to carry out, or the likelihood of them arising.  If you have any concerns in this respect, please raise them with us immediately.  If we can undertake the research necessary to resolve the issue, we will do so and advise you accordingly.  If we cannot, we may be able to identify a source of assistance for you.

Billing Arrangements

To help you budget we will normally send you an interim bill for our charges and expenses at the end of each three month period while the work is in progress although we reserve the right to send you an interim bill on a more or less frequent basis. We will send a final bill after completion of the work. Payment is due to us immediately upon receipt of the bill. By accepting these terms you confirm we are authorised to transfer funds held on client account to office account before bills are delivered. We will charge you interest on the bill at the rate payable on judgment debts from the date on which payment of our bill is due. Interest will be charged on a daily basis. Where we do not insist on payment of our costs in full until the end of your case, it is agreed we shall be entitled to retain interest earned on client account on a sum equivalent to the sum outstanding (less a de minimus sum of £20.00).

If you have any query about your bill, you should contact your solicitor straight away. 

Your File

We are entitled to retain your file while there is money owing to us for our charges and expenses. We will keep our file of papers, except for any of your own papers that you ask to be returned to you, for no less than 6 years depending on the Law Society’s guidelines for destruction of files at the relevant time. We keep the file on the understanding that we have the authority to destroy it 6 years after the date of the final bill we send you for this matter. We will not destroy documents you ask us to deposit in safe custody (for which we reserve the right to raise a reasonable charge).

If we retrieve papers or documents from storage in relation to continuing or new instructions to act in connection with your affairs, we will not normally charge for such retrieval. However, we may make a charge based on time spent perusing stored papers or documents or for photocopying if it is necessary to copy the file. We may also charge for reading, correspondence or other work necessary to comply with the instructions given by you or on your behalf.

Limitation of Liability

By signing these Terms & Conditions you agree that our liability to you in the event of our negligence is limited to £2,000,000 which is the minimum level of professional indemnity insurance cover required by the Solicitors’ Regulation Authority.

Termination

You may terminate your instructions to us in writing at any time but we will be entitled to keep all your papers and documents while there is money owing to us for our charges and expenses. 

In some circumstances, you may consider we ought to stop acting for you, for example, if you cannot give clear or proper instructions on how we are to proceed, or if it is clear that you have lost confidence in how we are carrying out your work. We may decide to stop acting for you only with good reason, for example, if you do not pay an interim bill or comply with our request for a payment on account. We must give you reasonable notice that we will stop acting for you.  If you or we decide we will no longer act for you, you will pay our charges on an hourly basis and expenses as set out earlier.

Communication between You and Us and Our Complaints Handling Procedure

We are confident of providing a high quality service in all respects. If, however, you have any queries or concerns about our work for you please raise them in the first instance with your solicitor. If that does not resolve the problem to your satisfaction then please contact Alison Kinnersley or Grant Parker.

All solicitors must attempt to resolve problems which may arise with their services. It is therefore important you immediately raise any concerns you may have with us. We value our clients and would not wish to think you have reason to be unhappy with us. 

We operate a complaints handling procedure – if you need to make a formal complaint please contact either Alison Kinnersley or Grant Parker for details of how to commence the complaint procedure. 

Conclusion

We hope by sending this document we have addressed your immediate queries about the day-to-day handling of your case and our terms of business. If you still have any queries please do not hesitate to contact us.

Your continuing instructions in this matter will amount to your acceptance of these Terms & Conditions of Business.  However, we would be grateful if you would sign and return one copy of these Terms & Conditions of Business to us.
This is an important document.  Please keep it in a safe place for future reference.

Yours faithfully

Russell & Co







Signed…………………………………….                 Date………………………………..


Mr      


Signed…………………………………….                 Date………………………………..


Mrs      
Our Ref:

GNP/HG/      -      


