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Thank you for instructing Attwells to work with you. 

 
Please find enclosed details of how we can work together to bring your matter to conclusion in the 

smoothest way possible along with Attwells’ Terms and Conditions and our Privacy Policy. 

 
Please read through these and sign below to confirm that you are happy to proceed. 

 
Where only one person is signing, you are also confirming that you have the authority of all other 

parties to accept our Terms and Conditions on their behalf. 

 
Many thanks 

Attwells 
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Privacy Notice 
 

What is the purpose of this document? 

 
Attwells Solicitors LLP is committed to protecting the privacy and security of your personal information. 

This privacy notice describes how we collect and use personal information about you before, during and 

after your working relationship with us, in accordance with the General Data Protection Regulation (GDPR). 

 
Attwells Solicitors LLP is a “data controller”. This means that we are responsible for deciding how we hold 

and use personal information about you. We are required under data protection legislation to notify you of 

the information contained in this privacy notice. 

 
This notice applies to anyone where we collect personal data in accordance with our business activity. 

This notice does not form part of any contract to provide services. We may update this notice at any time 

but if we do so, we will provide you with an updated copy of this notice as soon as reasonably practical. 

It is important that you read and retain this notice, together with any other privacy notice we may provide 

on specific occasions when we are collecting or processing personal information about you, so that you are 

aware of how and why we are using such information and what your rights are under the data protection 

legislation. 

 
Data protection principles 

 
We will comply with data protection law. This says that the personal information we hold about you must be: 

 
• Used lawfully, fairly and in a transparent way. 

• Collected only for valid purposes that we have clearly explained to you and not used in any way that is 

incompatible with those purposes. 

• Relevant to the purposes we have told you about and limited only to those purposes. 

• Accurate and kept up to date. 

• Kept only as long as necessary for the purposes we have told you about. 

• Kept securely. 

 
The kind of information we hold about you 

 
Personal data, or personal information, means any information about an individual from which that person 

can be identified. It does not include data where the identity has been removed (anonymous data). 

There are “special categories” of more sensitive personal data which require a higher level of protection, 

such as information about a person’s health or sexual orientation. 

 
Dependent on the nature of the matter we are dealing with, we will collect, store, and use various categories 

of personal information about you. These categories are set out in the table in the Appendix to this notice. 

How is your personal information collected? 

 
We collect personal information about you throughout the matter we are dealing with, either directly from 

you or sometimes from a third party such as an estate agent, mortgage provider, mortgage broker, work 

introducer, clients of the firm, your friends or family (where they are our client) or other solicitors 

or professionals. 
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How we will use information about you 

 
We will only use your personal information when the law allows us to. Most commonly, we will use your 

personal information in the following circumstances: 

 
• Where we need to perform the contract we have entered into with you. 

• Where we need to comply with a legal obligation. 

• Where it is necessary for our legitimate interests (or those of a third party) and your interests 

and fundamental rights do not override those interests. 

 
We may also use your personal information in the following situations, which are likely to be rare: 

 
1. Where we need to protect your interests (or someone else’s interests). 

2. Where it is needed in the public interest. 

 
Situations in which we will use your personal information 

 
We need all the categories of information in the table in the Appendix of this notice primarily to allow us to 

perform our contract with you and to enable us to comply with legal obligations. In some cases we may use 

your personal information to pursue legitimate interests of our own or those of third parties, provided your 

interests and fundamental rights do not override those interests. The situations in which we will process your 

personal information are set out in the table in the Appendix to this notice along with the purpose for which 

we are processing or will process your personal information. 

 
Some of the grounds for processing will overlap and there may be several grounds which justify our use of 

your personal information. 

 
If you fail to provide personal information 

 
If you fail to provide certain information when requested, we may not be able to perform the contract we 

have entered into with you, or we may be prevented from complying with our legal obligations. 

 
Change of purpose 

 
We will only use your personal information for the purposes for which we collected it, unless we reasonably 

consider that we need to use it for another reason and that reason is compatible with the original purpose. 

If we need to use your personal information for an unrelated purpose, we will notify you and we will explain 

the legal basis which allows us to do so. 

 
Please note that we may process your personal information without your knowledge or consent, in 

compliance with the above rules, where this is required or permitted by law. 

 
How we use particularly sensitive personal information 

 
“Special categories” of particularly sensitive personal information require higher levels of protection. We 

need to have further justification for collecting, storing and using this type of personal information. We have 

in place an appropriate policy document and safeguards which we are required by law to maintain when 

processing such data. We may process special categories of personal information in the following 

circumstances: 

 
• In limited circumstances, with your explicit written consent. 

• Where we need to carry out our legal obligations or exercise rights in connection with your contract 

with us. 

• Where it is needed in the public interest, such as for equal opportunities monitoring. 

 
Less commonly, we may process this type of information where it is needed in relation to legal claims or 

where it is needed to protect your interests (or someone else’s interests) and you are not capable of giving 

your consent, or where you have already made the information public. 
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We believe we will only hold sensitive personal information in some employment cases we may be dealing 

with and with therefore only use this personal data in accordance with the needs of the matter for which 

you are instructing us. 

 
Do we need your consent? 

 
We do not need your consent if we use special categories of your personal information in accordance with 

our written policy to carry out our legal obligations or exercise specific rights in the field of employment law. 

In limited circumstances, we may approach you for your written consent to allow us to process certain 

particularly sensitive data. If we do so, we will provide you with full details of the information that we would 

like and the reason we need it, so that you can carefully consider whether you wish to consent. You should 

be aware that it is not a condition of your contract with us that you agree to any request for consent 

from us. 

 
Information about criminal convictions 

 
We may only use information relating to criminal convictions where the law allows us to do so. This will 

usually be where such processing is necessary to carry out our obligations and provided we do so in line with 

our data protection policy. 

 
Less commonly, we may use information relating to criminal convictions where it is necessary in relation to 

legal claims, where it is necessary to protect your interests (or someone else’s interests) and you are not 

capable of giving your consent, or where you have already made the information public. 

 
We do not envisage that we will hold information about criminal convictions. 

 
We will only collect information about criminal convictions if it is appropriate given the nature of the 

contract and where we are legally able to do so. 

 
Automated decision-making 

 
Automated decision-making takes place when an electronic system uses personal information to make a 

decision without human intervention. We are allowed to use automated decision-making in the following 

circumstances: 

 
• Where we have notified you of the decision and given you 21 days to request a reconsideration. 

• Where it is necessary to perform the contract with you and appropriate measures are in place to 

safeguard your rights. 

• In limited circumstances, with your explicit written consent and where appropriate measures are in place 

to safeguard your rights. 

 
If we make an automated decision on the basis of any particularly sensitive personal information, we must 

have either your explicit written consent or it must be justified in the public interest, and we must also put in 

place appropriate measures to safeguard your rights. 

 
You will not be subject to decisions that will have a significant impact on you based solely on automated 

decision-making, unless we have a lawful basis for doing so and we have notified you. 

 
We do not envisage that any decisions will be taken about you using automated means, however we will 

notify you in writing if this position changes. 

 
Data sharing 

 
We may have to share your data with third parties, including third-party service providers. 

 
We require third parties to respect the security of your data and to treat it in accordance with the law. 

Why might you share my personal information with third parties? 
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We will share your personal information with third parties where required by law, where it is necessary to 

administer the working relationship with you or where we have another legitimate interest in doing so. 

 
Which third-party service providers process my personal information? 

 
“Third parties” includes third-party service providers (such as Land Registry, HMRC, the Probate 

Registry, HMCTS). The following activities are carried out by third-party service providers: IT services, 

property searches, identification checks. 

 
How secure is my information with third-party service providers? 

 
All our third-party service providers are required to take appropriate security measures to protect your 

personal information in line with our policies. We do not allow our third-party service providers to use your 

personal data for their own purposes. We only permit them to process your personal data for specified 

purposes and in accordance with our instructions. 

 
When might you share my personal information with third parties? 

 
We may share your personal information with other third parties, for example in the context of a possible 

claim or complaint. 

 
We may also need to share your personal information with a regulator or to otherwise comply with the law. 

 
Transferring information outside the EU 

 
We will not transfer information outside the EU 

 
Data security 

 
We have put in place measures to protect the security of your information. 

 
Third parties will only process your personal information on our instructions and where they have agreed to 

treat the information confidentially and to keep it secure. 

 
We have put in place appropriate security measures to prevent your personal information from being 

accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In addition, we limit access 

to your personal information to those employees, agents, contractors and other third parties who have a 

business need to know. They will only process your personal information on our instructions and they are 

subject to a duty of confidentiality. 

 
We have put in place procedures to deal with any suspected data security breach and will notify you and 

any applicable regulator of a suspected breach where we are legally required to do so. 

 

Data retention 
 
How long will you use my information for? 

 
We will only retain your personal information for as long as necessary to fulfil the purposes we collected it 

for, including for the purposes of satisfying any legal, accounting, or reporting requirements. 

 
Where you contact us to obtain a quotation for legal work and do not proceed with instructing us, we 

anticipate your date will be erased after 12 months. 

 
Where you have undertaken a matter with us, whether or not it has successfully concluded, we anticipate 

we will keep your data for no more than 7 years from the date of the last activity on your last matter 

undertaken with us. In some circumstances however, you may have asked us to undertake a matter where 

we will need to keep your details for longer such as where we deal with writing a will for you, a power of 

attorney or dealing with trust work. 
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Where you have sworn a document in the presence of one of our lawyers then we anticipate that we will 

keep your data for no more than 7 years from the date of the swearing with us. 

 
To determine the appropriate retention period for personal data, we consider the amount, nature, and 

sensitivity of the personal data, the potential risk of harm from unauthorised use or disclosure of your 

personal data, the purposes for which we process your personal data and whether we can achieve those 

purposes through other means, and the applicable legal requirements. 

 
In some circumstances we may anonymise your personal information so that it can no longer be associated 

with you, in which case we may use such information without further notice to you. 

 

Rights of access, correction, erasure, and restriction 
 
Your duty to inform us of changes. 

 
It is important that the personal information we hold about you is accurate and current. Please keep us 

informed if your personal information changes during your working relationship with us. 

 
Your rights in connection with personal information. 

Under certain circumstances, by law you have the right to: 

• Access your personal information (commonly known as a “data subject access request”). This enables 

you to receive a copy of the personal information we hold about you and to check that we are lawfully 

processing it. 

 
• Correct the personal information that we hold about you. This enables you to have any incomplete or 

inaccurate information we hold about you corrected. 

 
• Erase your personal information. This enables you to ask us to delete or remove personal information 

where there is no good reason for us continuing to process it. You also have the right to ask us to delete 

or remove your personal information where you have exercised your right to object to processing 

(see below). 

 
• Object to processing of your personal information where we are relying on a legitimate interest 

(or those of a third party) and there is something about your particular situation which makes you want 

to object to processing on this ground. This will only usually apply where you can evidence the 

processing of your data is causing unwarranted and substantial damage and distress. You also have the 

right to object where we are processing your personal information for direct marketing purposes. 

 
• Restrict the processing of your personal information. This enables you to ask us to suspend the 

processing of personal information about you, for example if you want us to establish its accuracy or the 

reason for processing it. 

 
• Transfer of your personal information to another party. 

 
If you want to review, verify, correct or request erasure of your personal information, object to the 

processing of your personal data, or request that we transfer a copy of your personal information to 

another party, please contact data.protection@attwells.com or the Data Manager, Attwells Solicitors, 

Sun Buildings, 35-37 Princes Street, Ipswich IP1 1PU in writing. 

 
No fee usually required 

 
You will not have to pay a fee to access your personal information (or to exercise any of the other rights). 

However, we may charge a reasonable fee if your request for access is clearly unfounded or excessive. 

Alternatively, we may refuse to comply with the request in such circumstances. 

mailto:data.protection@attwells.com
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What we may need from you 

 
We may need to request specific information from you to help us confirm your identity and ensure your right 

to access the information (or to exercise any of your other rights). This is another appropriate security 

measure to ensure that personal information is not disclosed to any person who has no right to receive it. 

 
Right to withdraw consent 

 
In the limited circumstances where you may have provided your consent to the collection, processing and 

transfer of your personal information for a specific purpose, you have the right to withdraw your consent for 

that specific processing at any time. To withdraw your consent, please contact data.protection@attwells. 

com or the Data Manager, Attwells Solicitors, Sub Buildings, 35-37 Princes Street, Ipswich IP1 1PU in writing. 

Once we have received notification that you have withdrawn your consent, we will no longer process your 

information for the purpose or purposes you originally agreed to, unless we have another legitimate basis 

for doing so in law. 

 
Data protection officer 

 
We have appointed a data privacy manager to oversee compliance with this privacy notice. If you have any 

questions about this privacy notice or how we handle your personal information, please contact the data 

privacy manager. You have the right to make a complaint at any time to the Information Commissioner’s 

Office (ICO), the UK supervisory authority for data protection issues. 

 
Changes to this privacy notice 

 
We reserve the right to update this privacy notice at any time, and we will provide you with a new 

privacy notice when we make any substantial updates. We may also notify you in other ways from time to 

time about the processing of your personal information. 
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Appendix - Table of data categories, how they are processed, the legal basis for processing, retention periods and your rights 

 

Category of Data How Used Legal Basis 

 
 
 
 
 

 
Personal contact details including title, name, 

address, telephone numbers and personal email 

addresses 

Providing a quotation Necessity 

Administering our contract with you Necessity 

Internal management data analysis Legitimate Interests 

Monitoring client care Legitimate Interests 

Communicating with you about legal 

developments, our services, special events, 

discounts etc. 

 
Consent* 

Holding documents at your request such as deeds, 

wills, LPAs etc. 

 
Necessity 

Compliance with our legal obligations and 

insurance requirements and adhering to court 

orders and exercising/defending our legal rights 

 
Legal Obligation 

Date of Birth, Gender and Occupation Administering our contract with you Necessity 

Marital basis and dependents Administering our contract with you Necessity 

National Insurance Number Administering our contract with you Necessity 

Bank Account and Payment Details Administering our contract with you Necessity 

Salary and details on your finances Carrying out our legal obligations Legal Obligation 

Identification documents Carrying out our legal obligations Legal Obligation 

Employment details such as location of workplace, 

salary, working history, education history, 

employment records, performance information 

and disciplinary and grievance information 

 

Administering our contract with you 

 

Necessity 

 
*Consent can be withdrawn 
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Terms & 
Conditions 

 
Contents 

1. Attwells Solicitors LLP 

2. Equality and Diversity 

3. Consumer Protection 

4. Professional Rules and Regulation 

5. Conduct of Your Matter 

6. Quality of Service 

7. If you are Dissatisfied with our Service 

8. Legal Ombudsman 

9. Confidentiality and Disclosure 

10. Outsourcing 

11. Money Laundering and Making Disclosures 

12. Mortgage Fraud 

13. Data Protection 

14. Cyber Crime 

15. Conflicts of Interests, Duress and Undue Influence 

16. Abortive Instructions, Transactions and Delays 

17. Appointments, Correspondence, Telephone Calls and E-mails 

18. Storage of Documents 

19. Copyright & Other Intellectual Property Rights 

20. Financial Services 

21. Insurance Mediation 

22. Court Proceedings 

23. Quotations 

24. Estimates 

25. Fees 

26. Interim Invoices 

27. Invoicing and Payment on Account 

28. Payment of Invoices, Expenses and Disbursements 

29. Disbursements and Expenses 

30. Value Added Tax 
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31. Unpresented or Lost Cheques 

32. Interest on Unpaid Invoices 

33. Clearance of Funds 

34. Interest on Client Account 

35. Non-Payment of Bills 

36. Legal Aid 

37. Financial Benefit 

38. Legal Liability Insurance 

39. Residual Balances 

40. Authority to Give Instructions 

41. Limitations to Scope of Work 

42. Work That is Not Included 

43. Your Responsibilities 

44. Stamp Duty Land Tax 

45. Critical Dates 

46. Joint Instructions 

47. Benefit of Our Services 

48. Claims and Limitations on Claims 

49. Deposit Protection 

50. Waiver 

51. Severability of Variation 

52. Force Majeure 

53. Jurisdiction 

54. Notices 

55. The Contracts (Rights of Third Parties) Act 1999 

56. Novation 

57. Termination 

58. Bribery Act 2010 

59. Criminal Finances Act 2017 

60. Professional Indemnity Insurance 

61. Acceptance of Terms and Conditions 
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Terms & 
Conditions 

 

1. Attwells Solicitors LLP 

 
Attwells Solicitors LLP is a limited liability partnership. For convenience the firm is referred to as ‘Attwells’ in 
these Terms and Conditions. Attwells is incorporated in England & Wales (registered number OC327266). 

 
References to ‘we’ and ‘our’ refer to Attwells; references to ‘you’ and ‘your’ refer to the client. 

 
2. Equality and Diversity 

 
We are committed to providing a good service to all clients that is free of discrimination. You should 
always be treated fairly and with respect and we need to hear from you if you feel that we have not treated 
you in accordance with these principles. A summary of our complaints policy is set out in these Terms and 
Conditions, numbered 7 below. 

 
If you would like a copy of Attwells’ Equality and Diversity policy, please speak to the person that is handling 
your matter and they will provide you with a copy. 

 
3. Consumer Protection 

 
The Consumer Contracts (Information, Cancellation and Additional Charges) Regulations 2013 gives most 
clients a 14 day ‘cooling off’ period following the start of their contract with us. The rules do not apply to 
clients that we have met at our premises and during the meeting the client has asked us to carry out their 
legal work and we have agreed to do so. 

 
During the first 14 days of your contract with us we are unable to carry out any work on your matter, unless 
we have received your consent to start work immediately. We strongly recommend that you contact us as 
soon as possible if you would like to waive your rights to the 14 day cooling off period. The preferred way to 
do this is by the Waiver Form attached albeit any written evidence that you choose to waive will be sufficient 
evidence. 

 
Where you have provided your consent for work to commence within the 14 calendar day cancellation 
period and you later exercise your right to cancel, you will be liable for any costs, expenses, VAT and 
disbursements incurred up to the point of cancellation. The cancellation period expires 14 calendar days 
from the date thecontract started. 

 
To exercise your right to cancel, you must inform us of your decision to cancel the contract by a clear 
statement (i.e. by letter, fax or e-mail). You may use the Cancellation Form attached for this purpose but 
it is not obligatory. We will acknowledge receipt of a cancellation. To meet the cancellation deadline, you 
must advise us that you wish to cancel before the 14 day cancellation period has expired. 

 
If you cancel, any money paid to us by you will be refunded within a 14 day period. The refund will be by 
the same means of payment that you used to pay us initially, unless we have agreed otherwise. Because 
of the delays that can be caused by getting property searches done, we always ask you to pay for these 
at the start of any conveyancing matter we handle. These searches are exclusive to you and therefore if 
you cancel once the searches have been ordered we will not be able to refund your money. However, 
once the search results have been received, we will pass these onto you and they may be used by any 
other solicitor you instruct. 

 

4. Professional Rules and Regulations 

 
Whilst the Law Society is the representative body for solicitors in England & Wales, regulation of the legal 
profession is carried out by the Solicitors Regulation Authority (‘SRA’) and the complaints regulator is the 
Legal Ombudsman. 

 
The SRA has a Code of Conduct which all solicitors are expected to follow. The code is available on-line 
or by applying to the SRA directly. 
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Attwells’ SRA number is 466580 for the Ipswich Office, SRA number 437697 for the London Office and SRA 
number 657512 for the Colchester Office. 

 
5. Conduct of Your Matter 

 
We will tell you the name of the person (who may be a solicitor, legal executive, licensed conveyancer, 
legal assistant, paralegal or trainee) with primary responsibility for the day to day conduct of your matter, 
but may delegate appropriate parts of the work to our junior fee earners acting under proper supervision. If 
this person changes we will let you know their name and legal status. The name of the person’s supervisor 
will also be given. 

 
Where appropriate we will arrange with you for other professionals to assist in your case, for example, 
barristers, planning consultants, surveyors, valuers, accountants, interpreters or enquiry agents. Whilst we 
will use all reasonable endeavours to select the most appropriate person, we cannot be held responsible 
for their advice, conduct or actions in connection with your matter unless such other professionals are 
employed by Attwells. 

 
6. Quality of Service 

 
We are unequivocally committed to the quality of service we provide to our clients and to ensure that we 
are continually aware of any possible improvements, we regularly review our own performance. These 
reviews include feedback from clients from, for example, analysis of completed client questionnaires. 

 
Because of our internal quality standards, and our continued work towards Lexcel accreditation, we are 
subject to periodic checks by external assessors. This could mean that your file may be selected for 
checking, in which case we would need your consent for inspection to occur. All inspections are, or 
course, conducted in confidence. 

 
Since very few of our clients object to this, we propose to assume that we have your consent unless you 
notify us to the contrary. We will also assume, unless you indicate otherwise, that consent on this occasion 
will extend to all future matters which we conduct on your behalf. Please contact us if you have any 
questions or to advise us if you do not want your file to be reviewed. 

 
If you prefer to withhold consent, work on your file will not be affected in any way. 

 
7. If You are Dissatisfied with Our Service 

 
Attwells aims to offer all of its clients an efficient and effective service. However, from time to time, clients 
may not be happy with the way the matter is being dealt with or the service they have received. If, at any 
time, you have any issues or concerns about the conduct of your case, or if you have a complaint about 
your bill, you should contact the person handling your case in the first instance. Their name is in the 
Engagement Letter given to you at the start of your matter, as is the name of their supervisor. 

 
If you are still unhappy, you should then discuss the matter with their supervisor and failing that, with the 
firm’s Client Care Partner. 

 
We will endeavour to resolve any concerns you have ourselves, but if we are unable to do so to your 
satisfaction then you may ask the Legal Ombudsman to consider your complaint. Normally, you will have 
to bring your complaint to the Legal Ombudsman within 6 months of receiving a final response from us. 
The act or omission giving rise to the complaint, or when you should reasonably have known there was 
cause for complaint, must have been after 5th October 2010; and you must refer the complaint to the 
Legal Ombudsman no later than 6 years from the act or omission, or 3 years from when you should 
reasonably have known there was cause for complaint. 

 
If the concern is in relation to your bill, you may also apply to the court for an assessment of the bill under 
Part III of the Solicitors’ Act 1974. Please note that if all or part of the bill remains unpaid, the firm may be 
entitled to charge interest. Complaints about financial services under clause 20 (see below) are dealt with 
by the Legal Ombudsman. 
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A copy of the firm’s complaint procedure is available on request from the firm’s Client Care Partner. 
 

8. Legal Ombudsman 

 
The Legal Ombudsman is an independent and impartial scheme set up to help resolve legal service 
disputes. Their website can be viewed at www.legalombudsman.org.uk. 

 
The Legal Ombudsman can also be contacted at PO Box 6806, Wolverhampton WV1 9WJ, by telephone on 
0300 555 0333 and email at enquiries@legalombudsman.org.uk. 

 

9. Confidentiality and Disclosure 
 

We have a duty to keep your legal affairs confidential. 

 
If you have asked us to carry out a conveyancing transaction on your behalf, it may be necessary for us to 
disclose to others in your chain, including their advisors and agents, your state of readiness to exchange 
contracts and preferred dates of exchange and completion. By signing the client information form you are 
providing your consent for such communications. You may ask us not to make these disclosures at any 
time in which we will inform the other party or parties and their agents that the authority has been 
withdrawn. 

 
External firms or organisations may conduct audit or quality checks on our practice. These external firms 
or organisations are required to maintain confidentiality in relation to your files. 

 
We are required under the terms of our professional indemnity insurance policy to notify our insurers 
immediately of any instance which appears to be, or could potentially become, a claim against us. We will 
wherever possible attempt to maintain client confidentiality when notifying circumstances to our insurers 
by using your reference number and anonymised details. However, if you have intimated that you intend 
to bring a claim against us, then your rights to confidentiality are automatically waived and full details of 
the matter will be disclosed to our insurer. 

 
We will not release information about you or your file to anyone outside Attwells unless this is needed in 
order for us to perform our duties to you. However, in certain cases, the law places a statutory duty on us 
to disclose information, for example, under a court order or to comply with the Money Laundering 
Regulations 2017, the Proceeds of Crime Act 2002 and the Terrorism Act 2000. 

 
10. Outsourcing 

 
Sometimes we ask other companies or people to do typing or other work on our files, to ensure this work is 
done promptly. We will always have a confidentiality agreement with these outsourced providers. By signing 
the client information form you are providing your consent to these activities. If you do not want your file to 
be outsourced, please tell us as soon as possible. 

 
11. Money Laundering & Making Disclosures 

 
The law requires us to obtain satisfactory evidence of your identity and sometimes other people associated 
with your matter too. This verification process must be completed at the start of the matter. Sometimes we 
may do this using electronic verification procedures which will include an electoral roll search. 

 
Credit agencies and other users of credit reference agencies services will be able to see that an ID search 
has been performed. If we are assisting you with a transaction, we may also need to satisfy ourselves about 
the source and origin of the funds too. It is a condition of us accepting your instructions that you promptly 
provide such evidence as is requested in order to verify your identity and, if requested, thesource and origin 
of funds. If funds are being provided by a third party then we will need similar evidence from them too. 

 
Please note that we are unable to receive any money (other than for search fees) until all identification and 
source and origin of funds matters have been dealt with. If you have sent us funds prematurely, we will not 

http://www.legalombudsman.org.uk/
mailto:enquiries@legalombudsman.org.uk
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be able to use these funds or return them to you until all identification and source and origin of funds 
checks have been satisfactorily concluded. 

 
We do not accept cash in relation to any transaction, case or matter. If you try to avoid this policy by 
depositing cash directly with our bank, we may charge you for any additional checks we decide are 
necessary to prove the source of the funds. 

 
During the course of your work we may ask you to provide evidence of your funding source. If the funds are 
received from sources that you did not previously disclose when asked, this may delay completion of the 
matter whilst we carry out additional checks on these funds. We will not be liable for delays or 
non-completion arising from the need to carry out these extra checks and any additional work involved will 
be charged to you at the rate of £190/hour. 

 
We are professionally obliged to keep your affairs confidential. However, solicitors may be required by law 
to make a disclosure to the Serious Organised Crime Agency where they know or suspect that a 
transaction involves money laundering or terrorist financing. If we make a disclosure in relation to your 
matter, we may not be able to tell you that a disclosure has been made. We may have to stop working on 
your matter for a period of time and may not be able to tell you why. If any loss occurs as a result of our 
having made a report then the law precludes you making a claim against us. 

 
Any documents that need to be returned to you will be sent by second class post. If you require anything 
different, please let us know. Any additional costs will be added to your bill. 

 

12. Mortgage Fraud 
 

In most property transactions we will act for both you and the lender providing your mortgage finance. 
We have a duty to fully reveal to your lender all relevant facts about the purchase and mortgage. 
This includes:- 

 
any differences between your mortgage application and information we receive during the transaction; 
any cash back payments or discount schemes that a seller is giving you; and the names of all 
purchasers, legal and beneficial. 

 
In particular, we are under an obligation to report to the lender the purchase price and you may be 
committing fraud if you seek to misinterpret the true price by omitting to mention any relevant facts to us. 

 
It is a condition of business that you agree to waive your right to confidentiality in order for such a disclosure 

to be made. 
 

13. Data Protection 
 

We use the information you provide primarily for the provision of legal services to you and for related 
purposes including: 

 

• updating and enhancing client records; 
• analysis to help us manage our practice; 
• file reviews for quality, training and regulatory purposes; 

• legal and regulatory compliance, including anti-money laundering and fraud detection; and 
• dealing with any claim from you under our Professional Indemnity Insurance policy or a complaint 

made to the Legal Ombudsman. 

 
Our use of that information is subject to your instructions, the General Data Protection Regulation (GDPR), 
the Data Protection Act 2018 and our duty of confidentiality. Please note that our work for you may require 
us to give information to third parties such as expert witnesses and other professional advisers. You have 
a right of access under data protection legislation to the personal data that we hold about you. 

 
Your data will be stored and processed in the European Economic Area (‘EEA’). Very occasionally a client’s 
matter will involve countries outside the EEA, in which case data may need to be transferred and by using our 
services you agree to the data being transferred. 
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We may from time to time send you information that we think might be of interest to you. If you do not wish 
to receive that information please notify our Marketing Department in writing. 

 
To assist in the detection of fraud and to improve the service we offer, calls may be recorded or monitored. 

 
14. Cyber Crime 

 
We prefer to communicate using e-mail as this provides a better service to our clients. If you would like us 
not to use e-mail then please let the person handling your case know. 

 
In order to protect the integrity and security of our computer system, we may prohibit the receipt and 
opening of certain types of electronic files by our staff. Incoming e-mails are subject to automatic screening 
for viruses, malware and undesirable content. In certain cases your e-mail could be prevented from 
entering our system and consequently may go unread if potentially harmful content is detected. 

 
E-mails sent over the internet do not always reach their intended recipient. We do not guarantee that every 
e-mail sent by you or us will reach the intended recipient. If you have sent us an urgent e-mail, one that 
varies a previous instruction or that contains banking or other highly confidential information, we strongly 
recommend that you telephone us to confirm receipt. 

 
The firm will not change its bank account details, so you should regard any e-mail that purports to notify 
you of a change as potentially fraudulent. Do not act on the e-mail, but please inform us if you receive such 
an e-mail. 

 
15. Conflict of Interests, Duress and Undue Influence 

 
A conflict of interest arises when we are considering acting for you in a transaction or in litigation when we 
already represent the other side, for example if you have asked us to purchase a house when we already act 
for the seller. 

 
To help us identify conflicts at an early stage you will be asked for your name and address and for details 
of the transaction or litigation proposed. Corporate clients will be asked for information about the company, 
its directors and shareholders as well as information about the proposed transaction or litigation. 

 
The information provided allows us to search our client database for any conflicts. We cannot normally 
accept an instruction to act if there is a conflict situation or if we feel you may be acting under duress or the 
undue influence of another person. 

 

Conflicts may also arise during a matter as further facts come to light or if we think you are being pressured 
to instruct us. In this situation we may have to stop working for you and ask you to instruct new solicitors. In 
this case we will charge you for our fees, expenses and disbursements incurred to the timewe stop work, or 
a proportion of the agreed fee. 

 
It is possible that we may now or in the future hold for another past, present or future client, confidential 
information which we cannot disclose to you in relation to your matter. You agree to that non-disclosure. 

 
16. Abortive Instructions, Transactions and Delays 

 
We will delay or refuse to carry out any instructions or transactions if we are not reasonably satisfied of the 
lawfulness of the instruction or transaction. We are also unable to carry out an instruction or transaction if 
we have been unable to verify, to our satisfaction, your identity or the principal whom you represent. We 
will not be liable if we refuse to carry out or allow any transaction for these reasons. 

 
If a transaction or instruction does not proceed then, unless we have indicated to you otherwise, as is the 
case for most of our conveyancing instructions, then we will make a reasonable charge for the actual work 
carried out to date, based either on our hourly rates, or the percentage of time spent if it is a fixed price job. 
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In addition to our fees and VAT, you will also have to pay any expenses or disbursements that we 
have paid orcommitted to pay on your behalf. 

 
17. Appointments, Correspondence, Telephone Calls and E-mails 

 
We will endeavour to arrange appointments with you at your convenience. Whilst the person responsible for 
your matter will always try to see you at short notice, no guarantee can be made of the availability of the 
person under such circumstances. Every effort is made to return phone calls on the same day and reply to 
correspondence and e-mails as quickly as possible. 

 
18. Storage of Documents 

 
We will store files, deeds, wills and other documents usually free of charge but no liability is accepted in 
relation to such storage and we have no duty of care to give advice in respect of those documents. If a 
storage charge is ever contemplated, prior notice will be given. 

 
As most property is now registered with the Land Registry, there is no longer any legal requirement to retain 
the deeds. Deeds related to registered land will be destroyed by us following completion of the registration 
with the Land Registry unless you have previously asked to collect them or for them to be sent to you. If you 
have asked us to retain your deeds currently no charge is payable. 

 
Files are retained for a minimum of six years from when we conclude work on the file. By agreeing to these 
Terms and Conditions, you agree to your file’s automatic destruction on or after the sixth year. If you do 
not wish your file to be destroyed, please advise us in writing and the file will either be sent to you or made 
available for you to collect instead. 

 
We make a charge of £50 (inclusive of VAT) to cover administration and recovery costs if you want to 
collect your archived file from our reception at Sun Buildings. Files will not be released until you have paid 
us in full for the work done and disbursements incurred. If you instruct us to send the file to you or to 
someone else, then there will be additional postage costs to be added. All costs and charges must be paid 
in advance or on collection. 

 
We make a charge of £15 (inclusive of VAT) to cover administration and recovery costs if you want to 
collect deeds or other documents stored in our strongroom. Documents and deeds will not be released 
until you have paid us in full for the work done and disbursements incurred. If you instruct us to send the 
deeds or documents to you or to someone else, then there will be additional postage costs to be added. 
All costs and charges must be paid in advance or on collection. 

 
If you, or someone acting on your behalf, requests us to supply selected documents from a file or package 
stored in our storeroom, then we make a charge of £35 (inclusive of VAT) to cover recovery of the original 
paperwork and copying the first 10 pages of the document. If you need more than 10 pages copying there 
is a charge of 25p/page (inclusive of VAT) and all charges must be paid in advance or on collection. 

 
If you ask us to look at a file and give you advice, we don’t make a charge to recover the file but we will 
charge you for time incurred by our professional staff at the rate of £125 plus VAT per hour. 

 
If you wish us to release your papers, deeds or other documents, then we need to be sure that we are 
released them to the right person. We will ask you to make an appointment to collect the items and 
satisfactory evidence of identity will be required. If someone else is collecting on your behalf, as well as 
your written instruction and identification, we will need to see their evidence of identity too. 

 

19. Copyright & Other Intellectual Property Rights 

 
Unless otherwise specifically agreed in writing, we retain the copyright and other intellectual property rights 
in all written or other materials supplied to you in respect of matters in which we are instructed. In the event 
that materials prepared by us are passed on to or are disclosed by a client to a third party, then you accept 
liability for the payment of proper professional charges for the use of such documentation and all expenses, 
or losses incurred in enforcing our intellectual property rights. 
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20. Financial Services 
 

During the course of your matter you may need advice on investments in which case we will refer you to 
someone who is authorised by the Financial Conduct Authority as we are unable to provide this advice. 
However, as we are regulated by the Solicitors Regulation Authority, we may be able to provide certain 
limited investment services where these are closely linked to the legal work we do for you. 

 
The Law Society is a designated professional body for the purpose of the Financial Services and Markets 
Act 2000, but responsibility for the regulation and complaints handling has been separated from the Law 
Society’s representative functions. The Solicitors Regulation Authority is an independent regulatory body of 
the Law Society and the Legal Ombudsman is the independent complaints handling body of the 
Law Society. 

 
If you have any problem with the services we have provided for you, then please let us know. We will try 
and resolve any problem between ourselves. If for any reason we are unable to resolve the issue, then 
complaints and redress mechanisms are provided through the Solicitors Regulation Authority and the 
Legal Ombudsman. Contact details for the Legal Ombudsman are shown in section 7 above. 

 
21. Insurance Mediation 

 
We are not authorised by the Financial Conduct Authority. However, we are included in the Register 
maintained by the Financial Conduct Authority so that we can carry on insurance mediation activity, which 
is broadly advising on, selling and administration of insurance contracts. This part of our business, 
including arrangements for complaints or redress if something goes wrong, is regulated by the Solicitors 
Regulation Authority (see clause 7). The Register can be accessed via the Financial Conduct Authority 
website at www. fca.org.uk. 

 

The Law Society is a designated professional body for the purpose of the Financial Services and Markets 
Act 2000, but responsibility for the regulation and complaints handling has been separated from the Law 
Society’s representative functions. The Solicitors Regulation Authority is an independent regulatory body of 
the Law Society and the Legal Ombudsman is the independent complaints handling body of the Law 
Society. Contact details for the Legal Ombudsman are shown in section 7 above. 

 

22. Court Proceedings 

 
Even if you are successful in court proceedings the other party may not be ordered by the court to pay all 
your fees and expenses, or these may not be recoverable from the other party in full. If this happens you 
will have to pay part or all of our outstanding charges and expenses. 

 
If the other party is legally aided, you may not recover any of your fees and expenses, even if you win 
the case. 

 
If you are unsuccessful you may be ordered to pay some or all of the other party’s expenses. This is in 
addition to our costs. We will discuss with you, when relevant, whether our fees and expenses and/or your 
liability for another party’s fees and expenses may be covered by insurance. 

 
Interest may be claimed from the other party from the date the court orders them to pay our fees. We will 
account to you for this interest to the extent that you have paid our fees and expenses on account, but we 
are entitled to the rest of the interest. You are responsible for paying the fees and expenses of trying to 
recover fees and expenses from the other party. 

 
23. Quotations 

 
Where a quotation (i.e. a fixed price or percentage of the value of an estate or property) has been given, 
you must take particular note of the extent of the work that we have agreed to do for you, as we have given 

http://www/
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you a quotation based on this. This is based on our understanding of your requirements. 

Sometimes a matter will be more complicated than we could reasonably have expected: 

• from your description 

• from a preliminary view of the documentation 
• because of unforeseen issues arising as the matter progresses 

 
which have a bearing on the amount of time which we need to spend or on other costs or disbursements 
which need to be incurred. We will advise you of any such changes in circumstances as these matters will 
fall outside any quotation or estimate given. We will seek to agree with you an additional fee for such 
matters (clause 24), but if no agreement is made, we shall have the right to cancel this contract on giving 
immediate notice to you. 

 
Quotations are valid for 30 days. Unless we advise you to the contrary, all quotations and estimates are 
exclusive of VAT, disbursements and other costs. 

 
24. Estimates 

 
We will try to give a realistic estimate of the fees involved in any matter in which we are instructed. However, 
by the nature of the work, matters may be more or less complex than originally envisaged. We will keep you 
informed of any resulting revision in the original estimate of fees. 

 
We will explain to you the issues raised on your matter and keep you informed of progress. Where possible, 
we will tell you how long we think the matter will take to complete, or get to the next stage. If the case is 
contentious, we will tell you whether the anticipated outcome of your case will justify the likely costs and risk 
involved. 

 
Where we cannot give an estimate because of the degree of uncertainty, we will tell you the hourly rate 
(excluding VAT and expenses) of the person with conduct of your matter and, if appropriate, of others who 
may work on it. Alternatively, we may provide a range of fees representing the possible minimum and 
maximum estimated values, or a figure just for the first or subsequent stages of the job. 

 
We will tell you throughout the matter and at least every six months how much has been incurred to date. 
You may set a limit on the fees and expenses to be incurred and we will let you know as soon as it appears 
that the limit may be exceeded. We will not exceed it without first obtaining your consent. 

 
25. Fees 

 
The Solicitors’ Code of Conduct requires that our fees be fair and reasonable to both us and to you, having 
regard to all the circumstances of the case. In all cases we will give you a fixed price for a specific piece of 
work or an estimate of the cost where we are charging you on the basis of time spent. Our charges will 
reflect the following: 

 
• the experience and seniority of those involved; 

• the complexity of the matter; 

• the specialised knowledge and responsibility involved; 

• time spent on the case; 

• the speed at which the job is to be concluded; 

• the extent to which the law involved is routine or unusual; 

• the number and importance of the documents prepared or perused; 

• the place where and the circumstances in which the business or any part of it is transacted; 

• the amount or value of any money or property involved; 

• the importance of the matter to you; and 

• whether or not your litigation case is subject to a success fee. 

 
The time spent on a matter will include, but not exhaustively, meetings with you and third parties, telephone 
discussions and correspondence (letters sent and received are charged at six minutes each), reading, 
drafting and revising documents, research and thinking time, court appearances, travelling time, storage 
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and retrieval of records and information, secretarial and other general supervision, administration and 
control of the matter. 

 
We may make a reasonable charge for administrative expenses including photocopying, fax, telephone, 

travel and similar costs which are specifically recorded against your matter. 
 

We reserve the right to charge a higher rate for work that has to be done outside the normal office hours, 
in which case we will notify you in writing beforehand. 

 
The rates applicable to your job will be advised to you separately. Our hourly rates are normally reviewed 
annually on 1st January each year to reflect increases in overhead costs and inflation. If a review is carried 
out before your current work is concluded, we will inform you of the change before it takes effect. 

 
We will also make a charge of £40 plus VAT for arranging any bank CHAPS payment that we have to 
make on your behalf. 

 
26. Interim Invoices 

 
Interim bills may be sent at regular or appropriate intervals usually monthly throughout the conduct of the 
matter. An interim bill will not necessarily cover all aspects of the work done to its date but will be taken 
into consideration on preparation of the final account. 

 
27. Invoicing and Payment on Account 

 
Property transactions – we will normally send you our bill following exchange of contracts and payment is 
required on a purchase prior to completion. In the case of a sale, the payment is due on completion. If 
completion of a sale or purchase is greater than the usual 28 days then Attwells require payment of its 
fees on exchange of contracts. 

 
In other cases, it is normal practice to ask you to pay sums of money from time to time on account of the 
charges, expenses, disbursements or VAT which are expected in the following weeks or months. This 
should help you in budgeting for costs as well as keeping you informed of the legal costs and expenses 
which are being incurred. To the extent that payment is to be made following invoice then payment must 
take placewithin 14 days. 

 
Money belonging to clients is kept separately from funds belonging to the practice in a Client Account. Any 
such money paid to us ‘on account’ will be held in Client Account until an appropriate invoice is delivered 
to you in the case of fees or until it is necessary to pay an expense or disbursement. We will be entitled to 
transfer monies held on your behalf from our Client Account in order to discharge outstanding fees arising 
as a result of invoices delivered to you or for legal fees, expenses or disbursements incurred. 

 
28. Payment of Invoices, Expenses and Disbursements 

 
You are personally responsible for payment of our fees, expenses and disbursements in full regardless 
of whether or not there is an agreement or order that a third party should pay them. We will use our 
reasonable endeavours to recover such fees and disbursements from a third party but if the amount 
recovered doesnot cover the outstanding amounts then you will be asked to pay the shortfall. 

 
In certain cases, a third party may be responsible for paying some or all of your costs. In this situation you 
have to pay our charges first and any amounts recovered will then be refunded to you provided our charges 
have been paid in full. The other person is not liable to pay the VAT element of your costs if you are able to 
recover the VAT yourself. You should also be aware that if the third party fails to make some or all of their 
payment to you, then you are responsible for any charges and expenses incurred in seeking to recover the 
outstanding debt. 

 
We accept payment by Delta, MasterCard and Visa. 
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Any payments made using a company credit card, whether for company or personal use, will be subject to 
a fee of 1.8%. 

 
It takes three days for the money to reach our bank account and this should be borne in mind in time critical 

transactions. 
 

For the avoidance of doubt, we do not accept deposit or balances for property transactions by card or 
payments of Stamp Duty Land Tax by credit card. 

 
We do not accept cash payments. 

 
At the conclusion of the job any money owed to you will be paid either by cheque or bank transfer. We are 
unable to make payments to third parties. 

 
29. Disbursements and Expenses 

 
We may be required from time to time to pay disbursements on your behalf in connection with your matter. 
These may be, for example, court fees, stamp duty, search fees barristers’ fees, expert witnesses’ fees, or 
couriers’ fees and other expenses 

 
We require all search fees to be paid up front, before we order the search for you. If we have asked you 
to provide funds for this or any other disbursement but the funds have not been received, we are under 
no obligation to make the payment on your behalf 
 
Following the Firm incurring disbursements on your behalf (which you have been notified of in advance) 
then you agree to us reimbursing the Firm from your funds following the payment being incurred and 
without further authority from you. 

 
30. Value Added Tax 

 
Value Added Tax will be charged on all fees and expenses as appropriate at the appropriate rate prevailing 
at the tax point on which an account is delivered. 

 
If you are VAT registered we will supply to you, on request, copies of any disbursement invoices against 
which you may reclaim the input VAT. 

 

We are registered in the UK for VAT and our registration number is 991 2527 59. 

 
31. Unpresented or Lost Cheques 

 
In the event that we have sent you a cheque that has been lost and not notified to us, or which remains 
unpresented at out bank six months after issue, we will write to you to advise that we are about to re-issue 
the cheque and that there will be a charge for this. Our fee for writing to you and reissuing the cheque will 
be £25 (inclusive of VAT). 

 
If the value of the lost or unpresented cheque is less than £25 we will write to your last known address to 
advise that, instead of charging the full amount, the re-issue fee will be an amount equal to the amount 
owed to you, which will result in your balance reducing to zero. If we do this we will make a donation to a 
registered charity of the fee that was charged. 

 
32. Interest on Unpaid Invoices 

 
Fees, expenses, disbursements and VAT are all due on the delivery of our invoice. Interest will be payable 
on the outstanding balance of any invoice unpaid 14 days after the date of the invoice at the rate payable for 
judgement debts, calculated on a daily basis from the date of the invoice. If you have any queries about our 
invoice, contact us straight away. 

 
33. Clearance of Funds 

 
We are bound by the Solicitors Regulation Authority rules that say we cannot use the funds on one client to 

pay the outgoings of another. 
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In some cases we may need to make substantial payments on your behalf, such as in property 
transactions. When money is being paid to us by you or a third party, seven working days must be allowed 
for clearance of any cheques deposited with us by you or on your behalf. Three days must be allowed for 
credit and debit card payments. 

 
We recommend that you use your bank’s direct bank transfer (‘CHAPS’) procedure to transfer money to us, 
which will often be cheaper, quicker and more convenient for you. 

 
If cleared funds have not been received in time to carry out the transaction, we will do what we can to 
mitigate the situation, but not be liable in the event that the transaction cannot proceed. Our fees and 
disbursements will be due as if the transaction did complete and we reserve the right to raise a 
supplementary charge for any additional work required as a result of the non-clearance of funds. 

 
34. Interest on Client Account 

 
As part of carrying out your instructions we may need to hold your money in our client bank account. Our client 
bank account is an instant access bank account. Because the holding of funds is incidental to the carrying out 
of your legal work, the rate of interest is unlikely to be as high as the rate you may be able to obtain when 
depositing the money with you bank or other financial institution in an instant access account. 

 
Attwells Client Account is an instant access account with Barclays Bank plc. We will be paying interest in line 
with the interest rates received on a Barclays Bank Everyday Saver Account unless the interest rate that we 
receive from Barclays is very low or zero when we will not be paying any interest. Should Barclays Bank 
introduce negative interest rates then we will bear any charges, levies or negative interest that we incur. 
Other firms may well offer interest too, others may not. We consider that this policy is a fair compromise I and 
we will keep this under review. 

 
For money held in a separate designated deposit account we will agree with you when the account is 
opened a fair and reasonable interest rate (if any) depending upon the access required to such an 
account. 

 
Where your money is held in a separate deposit account, any interest paid to you is paid without 
deduction for income tax unless you are resident overseas (see below). As such it is your 
responsibility to inform HMRC of interest amounts received from us and the implications of this will 
depend upon your own financial circumstances. 

 
Under the European Savings Directive regulations 2003/48/EC, we are required to inform HM Revenue & 
Customs (HMRC) of payments of interest to relevant payees and residual entities in prescribed territories. 
Where you reside outside the UK and EC, we are required to deduct income tax at the current basic rate 
and account for this tax to HMRC directly and pay you the net amount. 

 
Interest will be calculated from the time the funds become cleared for interest purposes. On cheques or 
banker’s drafts this will be three days after the cheque or draft has been deposited with our bank. For 
amounts received by debt or credit card, interest will start to accrue from the date of the actual receipt, 
usually three days after the transaction has been authorised. For direct transfers or same day payments 
the funds become cleared on the day after receipt. Interest will be calculated on a daily basis and 
calculated on amounts held overnight from the day the funds become cleared for interest purposes. 
Interest is added to each client account quarterly and/or at the end of each case if sooner. 

 
35. Non-Payment of Bills 

 
For as long as a bill (interim or otherwise) remains unpaid, we reserve the right to suspend work on that 
and any other matter on which we are engaged on your behalf. Ultimately if bill(s) continue to remain 
unpaid, we will conclude that you have terminated the retainer and we will write to you informing you for 
this. 

 
We also reserve the right to deduct any amounts owed to us from any money that we hold on your behalf, 
irrespective of the reason for it being held. 

 
By law we have a lien (i.e. a right to retain but not to sell) any property that has come into our possession 
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on this or other matters. The lien exists until payment of all outstanding costs, expenses and VAT and 
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disbursements due from you to us has been made. We are not entitled to sell your property although its 
value may well exceed thevalue of the unpaid debt. 

 
The lien would incorporate such items as a policy of assurance, a share certificate, deeds, money or your 
file of papers. This is not an exhaustive list but it should be noted that the lien does not extend to your 
original will, original court records or documents which come into our hands in some capacity other than as 
your solicitor. 

 
If we are conducting litigation for you we have additional rights in any property recovered or preserved for 
you, whether it is in our possession or not, and in respect of all costs incurred, whether billed or unbilled. 
We also have a right to ask that court to make a Charging Order in our favour for any assessed costs. 

 
36. Legal Aid 

 
Legal Aid may be available in a very limited number of cases. Information on eligibility for legal aid is 
available from our offices or from the person dealing with your matter. If you think that you may be eligible 
for legal aid please ask or, alternatively, go to the LLA website www.justice.gov.uk/legal-aid or telephone 
0845 345 4345. 

 
37. Financial Benefit 

 
In some cases we may earn commission or other income when we work on a client’s file. 

 
The commission or other income belongs to you and we will pay this to you on conclusion of the matter or 
offset it against your bill. However, we may ask you for permission to retain the commission or income, for 
example, because we have had to do additional work. 

 
If this is the case we will discuss with you at the outset how this work will be paid for and the expected level 
of commission or other income. 

 

38. Legal Liability Insurance 

 
If you instruct us to advise you in connection with any liability on your part, you should advise us if any legal 
liability insurance is in force. If you are uncertain you may need to ask your insurance company or broker, or 
bring your insurance documentation to us to look at. 

 
If insurance is in place and subject to the policy terms, our fees may be paid for by the insurer and 
not by you. 

http://www.justice.gov.uk/legal-aid
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39. Residual Balances 

 
Following the conclusion of our legal work any residual balance held on our client account will be returned to 
you promptly provided that we can do so. If we cannot trace you then we will pay the funds to a charity of the 
Firm’s choice. The steps that will be taken to trace you if these are not self-evident from your file are as 
follows: 

 
Up to and including £49 

All steps that can be taken free of charge from our own computer and if we do not receive a response within 
30 working days then we will pay to the Firm’s nominated charity. 

 
£50-£499 

All free steps described above and then to use the DWP letter forwarding service and if we do not receive a 
response within 60 working days then we will pay to the Firm’s nominated charity. 

 
£500 or more 

We will obtain the consent of our Regulator the SRA following all required steps having been taken and 
before paying to the Firm’s nominated charity. 

 
40. Authority to Give Instructions 

 
When we are instructed by a business or organisation, we shall assume that all of your employees, 
directors and officers who give us instructions are authorised to do so and that we may act on oral 
instructions, unless you instruct us to the contrary. If you retain us as an agent for a third party, or purport 
to do so, you warrant that you have the authority of that third party to retain us. 

 
41. Limitations to Scope of Work 

 
Unless we have agreed something with you to the contrary, we will only provide you with legal advice 
directly connected to the work you have asked us to do. The decision to enter into or not to enter into 
a transaction rests entirely with you and we will not comment on the wisdom or otherwise of a 
proposed transaction or provide you with commercial or other advice in connection with it. 

 
In particular we are not responsible for giving you general advice about and make no assessment of the 
financial, business, commercial, accounting, taxation, environmental, insurance or other non-legal 
implications of a proposed transaction. 

 
With work involving land or property, we will not carry out physical property inspections, valuations or 
arrange or advise on the suitability of mortgage or other financial arrangements, unless specifically 
requested by you. 

 
We shall provide legal advice and services to you with reasonable skill and care. However, that nature of 
many types of legal work is such that it is not possible to guarantee a particular outcome. 

 
We advise only on English law. 

 
We will advise you of any circumstances and risks of which we are aware or consider to be reasonably 
foreseeable that could affect the outcome of your matter. 

 
We do not advise on financial, investment, surveying, valuation, commercial viability, trading, or marketing 
issues. We only advise on tax when we have expressly agreed in writing to do so. 

 

We are not qualified either as accountants or as surveyors and the interpretation of financial information or 
environmental surveying information should be undertaken on your behalf by specialist advisers qualified 
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to render such advice. 
 

The advice we give is confidential and for your sole use. We do not accept responsibility to any third 
party who is not our client for the advice we give to you. 

 
Unless otherwise agreed, the advice we give and the documents we prepare are for use only in 
connection with the specific matter on which we are instructed and state or comply with the law as in force 
at the relevant time. 

 
We rely on you for the accuracy of the information and documentation that you provide to us. We shall not 
be liable for errors or losses which arise as a result of false, misleading or incomplete information or 
documentation or which result from any act, delay or omission by you or by any third party. 

 
When a matter has been completed, we shall report the outcomes and explain any further action which 
needs to be taken. Our retainer in regard to that matter will then come to an end. 

 
We recommend that you review completed matters from time to time; for example, agreement may require 
further action or there may be changes in relevant law, standard agreements (such as Terms and 
Condition and particulars of employment) should be reviewed frequently. Unless we agree otherwise in 
writing, we shall not be responsible for advising you of any important or critical dates which may arise after 
complete of a matter (such as the date by when a notice under an agreement should be given or upon 
which rights may expire or may need to be renewed). 
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42. Work That is Not Included 
 

Subject to the terms of the Engagement letter and unless agreed to the contrary in writing, our legal advice 
specifically excludes any matters relating to: 

 

• The laws of any jurisdiction outside England and Wales; 
• Taxes or duties; 
• Financial planning; and 
• Accounting. 

 
We will not advise you on the planning implications of a proposed purchase unless specifically requested to 
do so by you. However, we will advise you on the relevant information contained in the Local Search done 
on your property. 

 
43. Your Responsibilities 

 
You will: 

 
• Co-operate with us at all time; 
• Provide us with clear, timely and accurate instructions, detailing your objectives and you will deal with 

all queries in a prompt manner; 
• Provide all documentation required to complete our work in a timely manner; 

• Safeguard any documents which are likely to be required during the conduct of the matter; 
• In contentious matters, cooperate with experts and attend Court or Tribunal hearings; 
• Notify us immediately if you become aware of any conflict of interest or any other reason which you 

believe may restrict or prevent us in acting for you or any third party; 
• If you are a company, we shall be entitled to assume that these terms are accepted by all directors 

and authorised officers of the company. 

 
You will not: 

 
Ask us to work in an improper or unreasonable way; 
or deliberately mislead us. 

 
44. Stamp Duty Land Tax 

 
We will normally submit any SDLT returns electronically on your behalf, and signing these Terms and 
Conditions is your authority for us to do so. Please note the following: 

 
• We will complete the return as accurately as we can, relying on information provided by you and 

information received during the course of the transaction, but you are ultimately responsible for the 
accuracy of the return and the information contained in it; 

• Although we will be acting as you “tax agent”, this will not constitute an agent/principal relationship, so 
we will not have any corresponding liability unless we cause an error to be made on the return; 

• HMRC may enquire into your transaction(s) even after the issue of a certificate. If we are required 
to assist with an enquiry we reserve the right to charge fees for that further work; 

• If such an enquiry takes place, you may be liable for any shortfall in SDLT identified by that enquiry. 

 
45. Critical Dates 

 
Once your matter is completed we cannot accept an on-going responsibility for reminding you of critical 
dates in respect of matters such as rent reviews, lease renewals, exercise of options, service of notices 
or counter notices within time limits or any other such matters, unless we have current or specific 
instructions from you to deal with such matters immediately to the critical date concerned. 
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46. Joint Instructions 
 

Where we are instructed by more than one person, firm or company to represent their legal interests, the 
instructions will be considered to be joint and several unless the instructions are otherwise varied and 
agreed in writing between us. 

 
47. Benefit of Our Services 

 
Unless agreed expressly in writing, our services are provided solely for the benefit of you as our client. We 
accept no responsibility to anyone else. 

 
48. Claims and Limitations on Claims 

 
By accepting these Terms and Conditions you agree that any claim made by you shall only be brought 
against Attwells and not against any member, director, officer or employee. You acknowledge that there is 
no assumption or responsibility or duty of care owed by any member, director, officer or employee. Any 
legal documents, notices or proceedings served on us must be transmitted by post, fax or hand delivered to 
a member or employee. 

 
Delivery by e-mail does not constitute valid delivery. 

 
If we have made a mistake you may ask us to put you back into the position you should have been in had we 
not made a mistake in the first place. This may be achieved by further legal work by us or others (for which 
you will not be charged) or by the award of compensation for your direct loss. We will not pay you for 
consequential losses, such as loss of profits, loss of goodwill or losses of opportunity. 

 
Our liability for a breach of your instructions shall be limited to the aggregate amount of £3 million pounds, 
unless we expressly state a higher amount in the letter accompanying these terms of business. We will 
not be liable for any consequential, special, indirect or exemplary damages, costs or losses, or any 
damages, costs or losses attributable to lost profits or opportunities. ‘Our’ in this context includes claims 
made against Attwells Solicitors LLP, its member or employees. A claim against Attwells Solicitors LLP and 
one or more member or employees shall be regarded as a single claim. 

 
If you have a claim against us for any loss or damage for which someone else (including you) could also be 
liable, our liability to you in those circumstances shall be limited to a just and equitable proportion of the loss 
or damage in question after liability for it has been apportioned between everyone responsible and for the 
purpose of this clause; 

 
• ‘loss or damage’ shall include all recoverable amounts, including legal costs; 

• The ability or otherwise of any person or entity to satisfy any legal claim for any reason including 
(but not limited to) death, bankruptcy, or insolvency shall be disregarded; and 

• It shall be assumed that there are no agreements in force that exclude, limit or cap the liability of 
anyone else who might be liable to you. 

 
We can only limit our liability to the extent the law allows. In particular we cannot limit our liability for death 

or personal injury caused by our negligence. 
 

Please ask if you would like us to explain any of the terms above. 

 
For the benefit of all clients, we have in place a Professional Indemnity Insurance policy with a minimum 
level of cover of £3 million pounds. If we have been found to be negligent in the handling of your matter 
then compensation maybe paid by us or by our insurers. Our regulator, the Solicitors Regulation Authority 
also has a Compensation Fund which is intended to provide cover to clients in situations when 
Professional Indemnity cover may not be available. Full details of this can be found on the Solicitors 
Regulation Authority website. 
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49. Deposit Protection 
 

We hold our client accounts funds with a number of UK banks. 

 
The Financial Services Compensation Scheme (FSCS) provides protection to each individual with money 
in our client account up to £85,000 in the event that a bank is declared to be in default. 

 
This is the maximum value you will receive back. The actual amount you receive will be reduced by either 
any deposits you hold at the same bank or any deposits held by you at the banks that may trade under 
other names but are covered under the same banking licence – the Bank of England website has a table 
showing who owns which banking brands. The firm’s primary bank is Barclays but we may use other 
banks from time to time. Details of these can be obtained at any time upon request from the Client Care 
Partner. 

 
In order that we can make a claim for you, we will need to disclose your details to the FSCS regulator. This 
will help them identify clients and amounts so that they can establish your entitlement. In the event of a 
bank failure you agree to us disclosing details to the FSCS. 

 
Eligible claimants would include individuals, small and large companies and small public bodies – a full list 
of who is covered is available on the FSCS web site (www.fscs.org.uk). 

 
Special rules apply to give protection to high value temporary deposits of up to £1m, for example, in 
connection with a conveyancing transaction. Full details of what constitutes a temporary high balance can be 
found on the FSCS website. 

 
In the very unlikely event of a banking failure we do not consider we have any liability to you for any losses 
you may sustain. 

 
50. Waiver 

 
Any failure by us to enforce any time period of other term of these conditions shall not be a waiver of any 
condition or a waiver of the right, now or any time subsequently, to enforce the remaining Terms and 
Conditions. 

 
We reserve the right to amend these Terms and Condition of Business at any time upon reasonable prior 
notification being given to you. 

 
51. Severability and Variation 

 
In any part of these Terms and Conditions are found by a court (or other competent authority) to be illegal, 
invalid or unenforceable in part or whole then they will be deemed not to form part of these Terms and 
Conditions. In these cases, the rest of the Terms and Conditions will not be affected or impaired by the 
decision of the court or other competent authority. 

 
52. Force Majeure 

 
We will not be liable in any way for failure to perform, or delay in performing our obligations to you, if failure 
is due to outside our reasonable contract (‘Force Majeure’). In the event of a Force Majeure event arising, 
we will notify you as soon as reasonably practicable. 

 
53. Jurisdiction 

 
Your agreement with Attwells Solicitors LLP shall be governed by English Law and shall be subject to the 
exclusive jurisdiction of the Courts of England and Wales. 

 
54. Notices 

 
Any change of your address must be notified to the person responsible for your matter as soon as possible 
but in any event within seven days. 
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Your address for all purposes including correspondence and service of notices shall be the initial address 
notified to us by you unless otherwise varied in accordance with this clause. 

 
55. The Contracts (Rights of Third Parties) Act 1999 

 
You should understand that this agreement between us does not create any right or duty enforceable by 
any person not a party to it. 

 
56. Novation 

 
We may transfer the benefit of your work to any other authorised legal practice which carries on the 
business of this firm in succession to it. In this case you accept that responsibility for the performance of 
your work rests with the new firm and references to ‘we’, ‘our’ and Attwells shall be taken as references to 
the successor practice. 

 
Subject to the above, neither of us shall have the right to assign or transfer the benefit or burden of your 
work without the written consent of the other. 

 

57. Termination 
 

You may end your instructions to us in writing at any time, but we can keep all your papers and documents 
while there is still money owed to us for disbursements paid on your behalf, fees, VAT or expenses. 

 
We may decide to stop acting for you only with good reason. We must give you reasonable notice that we 
will stop acting. 

 
In contentious matters, if we are on record at court as acting for you in proceedings, the consent of the 
court may be required before we can be removed from the record and, to that extent, your right to 
terminate our retainer may be restricted. 

 
If you or we decide that we should stop acting for you, you will pay our charges up until that point. These 
are calculated based on the fees method shown in your Engagement letter, as follows:- 

 
• An hourly basis plus expenses; or 
• By a proportion of the agreed fee; or 
• Some other method previously agreed. 

 
58. Bribery Act 2010 

 
We are committed to the prevention of bribery and corruption and take our responsibilities very seriously. In 
accordance with legislation applicable to us, we have implemented appropriate policies, training and 
procedures across our offices to ensure compliance with the law. 

 
59. Criminal Finances Act 2017 

 
We are committed to promoting compliance with the requirements of the Criminal Finances Act 2017. We 
do not tolerate tax evasion, or the facilitation thereof in any circumstances, whether committed by or 
facilitated by a client, personnel or associated persons/companies. 

 
60. Professional Indemnity Insurance 

 
In common with other law firms, we carry professional indemnity insurance (PII) which provide cover for 
work done by us, irrespective of where the client lives but excludes any awards or compensation or similar 
under the laws of the United States or Canada. The contact details of our PII insurer can be found below 
and full details of our PII insurer are available from the Client Care Partner. 
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HDI Global Speciality SE – UK 
Branch The St Botolph Building 
138 

Houndsditch 
London 
EC3A 7AG 

 
61. Acceptance of Terms and Conditions 

 
These Terms and Conditions of Business supersede any prior Terms and Conditions whether written or 
verbal. In the event that there is a conflict between our written Engagement Letter and these Terms and 
Conditions, then the written Engagement Letter will take precedence. 

 
From time to time we may need to change our Terms and Conditions for legal, regulatory or other reasons. 
Your work will be subject to our latest Terms and Conditions and the footer of our e-mails gives the date of 
the most recent revision. Details of the changes in the latest version of our Terms and Conditions are 
provided in the Legal Notices section of our website along with a copy of the most recent version. 

 
Email: 

 
info@attwells.com 

Visit: www.attwells.com 

July 2020 

 

RIGHTS TO CANCEL 

 
You have the right to cancel this contract within 14 days without given any reason. 

 
The cancellation period will expire after 14 days from the date of the conclusion of the contract. 

 
To exercise the right to cancel, you must inform us Attwells Solicitors LLP, Sun Buildings, 35-37 Princes 
Street, Ipswich IP1 1PU, Telephone Number 01473 229200, Fax Number 01473 219939, E-mail: 
info@attwells.com of your decision to cancel this contract by a clear statement (e.g. a letter sent by post, fax 
or email). You may use the attached model cancellation form, but it is no obligatory. 

 
To meet the cancellation deadline, it is sufficient for you to send you communication concerning your 
exercise of the right to cancel before the cancellation period has expired. 

 
Effects of cancellation 

 
If you cancel this contract, we will reimburse to you all payments received from you, including the costs of 
delivery (except for the supplementary costs arising if you chose a type of delivery other than the least 
expensive type of standard delivery offered by us). 

 
We may make a deduction from the reimbursement for loss in value of any goods supplied, if the loss is the 
result of unnecessary handling by you. 

 
We will make the reimbursement without undue delay, and not later than:- 

 
1. 14 days after the day we receive back from you any goods supplied, or 
2. (if earlier) 14 days after the day you provide evidence that you have returned the goods, or 
3. if there were no good supplied, 14 days after the day on which we are informed about your decision to 

cancel this contract. 

 
We will make the reimbursement using the same means of payment as you used for the initial transaction, 
unless you have expressly agreed otherwise; in any event, you will not incur any fees as a result of the 
reimbursement. 

mailto:info@attwells.com
mailto:info@attwells.com
http://www.attwells.com/
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Notes on instructions for completion: 
 

If you requested to begin the performance of services during the cancellation period, you shall pay us 
an amount which is in proportion to what has been performed until you have communicated us your 
cancellation from this contract, in comparison with the full coverage of the contract. 

 
 

CANCELLATION FORM 
 

To: Attwells Solicitors LLP, Sun Buildings, 35-37 Princes Street, Ipswich IP1 1PU. Telephone Number: 
01473 229200. Fax Number: 01473 219939 E-mail: info@attwells.com. 

 
I/We [*] hereby give notice that I/We [*] cancel my/our [*] contract of sale for the supply of the following 
service [*] 

 
Ordered on [*]/received on [*], 

Name of consumer(s), 

Address of consumer(s), 

Signature of consumer(s) (only I this form is notified on paper), 

 
Date 

 
[*] Delete as appropriate 

 
 

WAIVER FORM 
 

I am aware that I can cancel up to 14 days after the start of the contract with Attwells (the “cooling off 
period”). I give permission for you to start work during the cooling off period. I am aware that if I cancel I 
will have to pay your reasonable costs for any work carried out before I cancel. 

mailto:info@attwells.com

