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ANGELA JACKSON SOLICITOR   

1 Lonsdale Square, London N1 1EN 

 

  

Dear          2026 

 

Re:- Client Care Agreement re  

 

Thank you for asking this firm to help you in this matter and I am now writing to confirm our 

terms and conditions for client care.  All references to “you” are to you unless the context 

otherwise requires. This letter of key terms together with the General Terms below is an 

agreement which places responsibilities on us and on you with the aim of ensuring that your 

interests are best served and that your exposure to legal costs is minimised.   Please note in 

particular: general terms para 21 limit on insurance cover, general terms para 22 exclusions 

of liability, separate privacy and data protection policy.  

 

1.Who is your lawyer? 

The legal team Angela Jackson, founder, solicitor and sole partner, will be responsible for 

working on your matter and supervising it.  

 

2. Who is the Client ? 

Our client will be you and we shall take instructions only from yourself [yourselves and 

where the senior client is [  ] and the junior client is []. You also authorise us to 

take instructions from [  ] as your delegate. 

 

3. Checking Identity (“ Know Your Client”) 

In order to comply with the Money Laundering Terrorist Financing & Transfer of Funds 

(Information on the Payer) Regulations 2017 (MLR) we must check your identity and 

residential address, Our acting for you is subject to verifying your ID and so you must 

provide evidence of your name, date of birth and residential address from List A and B as 

follows: List A passport, photo driving licence, residency permit List B bank statement, 

utility bill (land line phone, gas, water, electricity), council tax bill (in last 3 months) contract 

for employment/services, plus List C company details as relevant : registration number and 

certificate, company bank statement, authority for you to represent the company, identities of 

company shareholders and beneficial owners. We must also verify to your source of wealth 

accrued over time and your source of funds for our legal fees for your legal matter and if 

applicable for the legal transaction. Please provide evidence from List D: payslip, contract for 

your services, bank statement with itemised credits, history of family business, dividends, 

accounts, settlements, sales contracts. We may also ask for references from your bank and 

professional advisors and may ask you to update your proofs. If we are not able to complete 

our due diligence to our satisfaction at any stage, we may have to decline to act for you, or 

may have to stop acting for you. 
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3. Where You’re Coming From  

 

4. What are we going to do for you? 

4.1 Stage 1 

In the first instance you have asked us to advise on [  ]. We anticipate that we will 

[review, draft, amend].[ to go in your name ] [ to go from this firm AJS]. 

 

4.2 Further stages  

You may potentially ask us to advise on [  ]. We would confirm the scope of 

further work stages to you in writing. 

 

5. What will it cost? 

5.1 For stage 1 we agree time costs of £[  ] (based on [ ] hours @ £400 per hour 

plus disbursements (expenses) eg photocopying, due diligence searches to check against 

money laundering etc. As an agreed fee in writing under SRA 2019 accounts rules 2.3(c) this 

is payable upfront against invoice and irrespective of how much (or little) time was actually 

spent or whether an agreement or resolution is reached is not. Our agreed fee in writing for 

stage 1 does not include any work not specified under Stage 1 above. In particular stage 1 

does not include [  ] 
5.2 For further stages of work we would give further estimates.  

 

6. How Long Will it Take? 

6.1 For stage 1 we estimate a timeframe of [ ] weeks from receiving all necessary 

paperwork / background documents from yourself. 

6.2 For further stages of work we would give further time estimates. 

 

7.How will we communicate ? 

We will be in touch with you by phone (land line and mobile) and meeting in person. Advice 

will be confirmed by email. We do not use WhatsApp. We may text for minor logistics not 

for advice.We will advise on the method of communication with the other side at the 

appropriate time eg whether initial call or meeting before writing, and whether a 

communication should go on our letterhead or email footer or in your name. 

 

8. What Do You do Next? 

Please provide the documents for the “Know Your Client” mentioned at 3 above. 

[Please pay the upfront fee against invoice. [ Trawl through records.] 

 

This Agreement including the General Terms below applies to all work we may do for you. 

The key terms above override where relevant the General Terms below. By instructing us to 

act you are deemed to have accepted our terms: please confirm by adding your signature 

where indicated below.  We look forward to assisting you in this matter. 

Best wishes 

Angela Jackson 

Read and agreed……….……………………………[client] 
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GENERAL TERMS OF BUSINESS 

 

Contents 

1. Regulatory status 

2.Our Responsibilities 

3. Your Responsibilities 

4. Company/LLP instructions 

5. Fees and Expenses 

6. Estimates 

7. Litigation funding / Legal Aid 

8. Invoicing 

9. Payment 

10. Client monies 

11. Unpaid bills 

12. Conflict of interest 

13. Confidentiality 

14. Hours of business 

15. Electronic Communications 

16. Outsourcing/ fee-sharing 

17. Providing exempt financial services 

18. Diversity Equity and Inclusion 

19. Intellectual Property 

20. Complaints procedure 

21.PROFESSIONAL INSURANCE- LIMITS 

22. EXCLUSIONS & DISCLAIMERS 

23. Ending this agreement 

24. Storage of documents 

25. What you do next 

26. Governing law, jurisdiction 

27. PRIVACY AND DATA PROTECTION POLICY 

 

1.  Regulatory Status  

All services provided by Angela Jackson Solicitor are as a firm of solicitors authorised 

and regulated by the Solicitors Regulatory Authority (www.sra.org.uk) under no 79905. 

If at any time our terms do not expressly comply with the minimum terms of the SRA 

from time to time, then such minimum terms shall be deemed incorporated herein 

 

2. Our Responsibilities 

We must adhere to our professional duties under the Solicitors’ Standards and 

Regulations 2019 including the 7 Principles and 2023 Code of Conduct including: 

 to act maintain trust and act fairly 

- to act at all times in the best interest of you the client 

- to uphold the rule of law and proper administration of justice 

- to act with integrity 

- not to allow our independence (from you the client) to be compromised  

- to provide a proper standard of service to you the client 

http://www.sra.org.uk/
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- not to behave in a way that is likely to diminish the trust which people place in 

solicitors as a profession 

- to comply with our legal and regulatory obligations and deal with our regulators 

and ombudsman in an open, timely and co-operative way 

- to run our business efficiently with proper governance and sound principles of 

finance and risk management 

- to run our business in a way that encourages inclusion, equity ( equality of 

opportunity) and diversity 

- to protect the money and assets of you the client 

- integrity and transparency in dating of documents (if with effect from an earlier 

date it must also show the actual date of signature ie no concealed back-dating). 

 

The Code of Conduct can be seen at www.sra.org.uk. In order to comply with the Code: 

• We will endeavour to maintain a high standard at all times 

• We will update you with progress on your matter regularly. The frequency of our 

communication with you will depend on the demands of the service required, the 

complexity of the matter we are handling for you, and your budget for costs 

• We communicate with you in plain language, and explain to you the legal work 

required as your matter progresses.  

• We will give you an estimate of costs (including rates and hours for time costs, 

disbursements, timing and amount of payments to third parties and VAT if 

applicable) at monthly intervals and at a significant stage of your matter 

• We will update you on whether the likely outcomes still justify the estimated costs 

and risks associated with your matter whenever there is a material change in 

circumstances (cost-benefit analysis). 

• We will give you an estimate of the likely timeframe for each stage of this matter and 

any important changes in those estimates. 

• We will continue to review whether there are alternative methods by which your 

matter can be funded. 

• We will review your matter regularly. 

• We will advise you of any changes in the law relevant to your matter during this 

retainer. 

• 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 will confirm in writing (email or letter) advice given in meetings or by telephone 

 

3. Your Responsibilities 

• You will co-operate with us cordially in order for us to deal with your matter 

• You will review our drafts and give us proper, clear, timely and accurate instructions 

(a cursory read or a request to ignore incoming communications may not be 

considered as proper instructions) 

• You will attend meetings and hearings in person if we recommend personal 

attendance, subject to health and safety rules prevailing from time to time 

• You will not give us any fragmentary false or misleading information 

• You will provide all documentation required including searching archive records 

http://www.sra.org.uk/
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• You will safeguard any documents that are relevant to this matter. 

• You will keep to the arrangement we have agreed for payment of our fees  

• You will not ask us to do something that would breach our professional rules 

• If the matter involves a dispute you will co-operate with the relevant civil procedure 

rules including pre-action protocol, you will sign the relevant Court or arbitration 

documents, you will comply with relevant orders of the Court or arbitrator 

• If you amend a document you will update the internal header and external tag 

• Remembering any dead-lines falling after the end of our work (eg option expiry or 

trademark expiry) will be your responsibility rather than ours 

 

4. Company/LLP instructions 

Our client is the individual person who countersign(s) this Agreement and from whom 

we take instructions. We are further happy to accept instructions from and invoice to your 

company or partnership on the basis that you the person who countersigns this 

Agreement personally guarantees the payment of our invoices. This means that if the 

company or LLP fails to pay, the individual signatory is liable to pay personally and if 

necessary we may enforce such personal liability for payment. If you are unsure about the 

nature of such a guarantee and its legal effect then we advise you to take independent 

legal advice before signing this agreement. We undertake no liability to any individual 

person who does not countersign this Agreement and undertake personal liability to pay 

our fees. We do not accept payment from third parties unless agreed in advance eg in 

agreement for settlement of a dispute. 

 

5. Fees and expenses 

Our charges will be calculated by reference to the time spent in dealing with this matter. 

The current hourly rate is £400 (no VAT). An initial meeting is not charged unless the 

matter goes no further within 30 days in which case we charge an abort fee of one hour. 

We will invoice you for working time at the hourly rate, in increments of 6 (six) minutes. 

Working time includes reviewing papers, corresponding with you and third parties, 

drafting, advising you, researching, attending meetings and maintaining files. Travelling 

and waiting is charged at half the hourly rate. The hourly rate is reviewed annually. We 

charge 10% of the hourly rate for resending a document or email already sent. The rates 

may increase during the conduct of this matter and we would advise you before such 

increase. We may quote fixed fees for specific stages of work. If the matter does not 

proceed we still charge for our fees. We may in certain cases agree to deferred fees 

conditional upon success, subject to the terms of a separate Conditional Fee Agreement 

and in such cases we may also agree an abort fee if the matter does not conclude. The 

English legal profession includes solicitors and barristers. We may at our discretion 

consult a barrister (aka counsel) for an additional fee (plus VAT if applicable) on a fee 

basis approved by you or otherwise included within our fee. There may be other outside 

expenses (aka disbursements) incurred on your matter which you must pay including 

photocopying, couriers, postage, court fees in each case plus VAT where applicable. Any 

disbursement over £50 is subject to your prior approval.  If you have any query at any 

time about billing, please do not hesitate to contact me. The firm is not currently VAT-

registered and so we do not charge VAT on our own fees.  If we register for VAT we will 

let you know and then would charge VAT as applicable. For work on audio-visual 
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projects we expect a credit in customary form (eg production legal services) on-screen 

and on imdb.com. 

 

6. Estimates 

We seek to carry out the work at an economic level of cost. We will advise whether the 

likely outcome will justify the likely charges and expenses and the risks involved, from 

time to time as necessary.  We will give you guesstimates of likely time costs and 

expenses as the matter progresses and at least every 6 months. 

 

7. Public sector Legal Aid/ private sector Litigation Funding 

We do not provide legal services funded by the public sector Legal Aid system nor do we 

provide the kind legal services which could be eligible for Legal Aid (eg we do not 

advise on criminal cases.). In the case of a dispute we may suggest that you apply for 

private sector litigation funding or litigation insurance. 

 

8. Invoicing 

We will issue bills at regular intervals, which may be weekly, monthly, quarterly, half-

yearly or at a significant stage of your matter and may be by post or email. No more than 

£1,000 of credit will be given. Each bill is issued as interim statute bill ie a self-contained 

account for the work done during the period covered by the bill. Invoicing is to you or 

your company or LLP. 

 

9. Payment 

We accept payment by: 

(a)  cheque payable to Angela Jackson Solicitor quoting the invoice number; or  

(b) direct bank transfer, with costs borne by transferor, quoting the invoice number. 

We may ask you to make payments on account of anticipated costs and disbursements.  

As part of our security policy we will give you our Handelsbanken bank details on paper 

at the outset, ideally when meeting you and when we will reiterate the risks of 

cyberfraud. We do not usually email, write or telephone to tell you any changes of bank 

details and we do not usually call, email or write to ask you for your bank details. Any 

bank details are subject to confirmation by a verification call with Angela Jackson. 

Proper outgoing direct transfers (eg to pay disbursements) are confirmed by security 

protocols with our bank Handelsbanken. 

 

10. Client Monies 

It is our current policy not to hold client monies (whether on account of our fees or 

anticipation of a transaction closing). We currently do not hold any client account funds.  

We expect to receive money from you only against our invoices for our fees for services 

rendered and for our expenses either anticipated or incurred. We review our policy 

annually. If we were to decide to open a client account then we would tell you at which 

bank we would hold client funds. If you were then to pay money in advance or if we were 

to receive money for you from a third party then the money would be held in a separate 

client account at that bank, where it would remain your money unless and until the 

money is transferred to our non-client account to pay an invoice we have issued to you or 

the money is released to you eg on closing of a transaction. Interest would be calculated 
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and paid to you at the rate set by the firm’s bankers which rate may change. The period of 

interest would normally run from the date(s) when funds are received by us until the 

date(s) on our bill is paid or payment is made to you. The payment of interest is subject to 

certain minimum amounts and periods of time set out in the SRA Accounts Rules 2019. 

If (which is not our policy currently) we were to hold any client funds for you in a client 

account at Handelsbanken plc and that bank were to fail, then the UK Financial Services 

Compensation Scheme (FSCS) would protect you up to £85,000 overall at that bank 

(including under its other trading names Svenska Handelsbanken, Handelsbanken and 

Handelsbanken Capital Markets. If you as an individual (with any joint depositors) were 

to hold other personal monies in the same bank as such client account, the limit remains 

£85,000 in total. If that bank were to fail you agree to us disclosing your details to the 

FSCS. In the event of a banking failure it is unlikely that the firm would be held liable for 

any losses of client account money. Details of the FSCS are available on request. We 

may agree with you to do certain work for an agreed fee invoiced upfront. In such case 

under 2019 SRA accounts rules 2.3(c) your payment becomes our firm’s money and does 

not go in a client account. We do not accept cash in hand. 

 

11. Unpaid bills 

Invoices are payable immediately upon presentation. We invoice for work done but 

reserve the right to deliver the work upon payment of the invoice. If a bill is unpaid we 

may stop acting for you on this or other matters, and reserve the right to pursue you for 

the debt plus interest by legal action (including but not limited to debt action and 

company winding up petition) and to withhold or dispose of your documents in our 

possession. Solicitors have the right to charge contractual and statutory interest on unpaid 

fees and disbursements and we reserve this right. Any invoice or part invoice remaining 

unpaid will attract contractual interest at 15% per annum from the date of the final 

invoice until paid.  If you are a business we may be entitled to interest and compensation 

under the Late Payment of Commercial Debts (Interest) Act 1998 as amended by the Late 

Payment of Commercial Debts Regulations 2013. If a final bill is unpaid for 30 days we 

may do a demand letter. For non-contentious work we are also entitled to statutory 

interest at 8% per annum under the Solicitors (Non-Contentious Business) Remuneration 

Order 2009 Article 5 from date of demand letter until payment. We reserve the right to 

charge the full costs of recovery of payment of our invoices. If we agree with you to do 

certain work for an agreed upfront fee under SRA 2019 accounts rules 2.3(c) then we 

may invoice you in advance.  

 

12. Conflict of interest 

We will put your interests first, subject to our overriding duties to our regulator the SRA 

and as officer of the Courts of England and Wales. We will act only for yourself. You 

agree not to hold out our services as acting for another party. We would not usually act 

for more than 1 party in a matter.  We may (as an exception) accept joint instructions 

from more than 1 person if both sign this agreement. If for any reason a conflict of 

interest arises between 2 clients, we may have to stop acting for the junior client or and 

may have to stop acting altogether. We do not give legal opinion letters for third parties. 

We do not currently have any referral agreements for sharing fees with any third parties 

but if we were to do so in the future we would let you know. 
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13. Confidentiality 

We are professionally and legally obliged to keep your matters confidential. Our duty of 

confidentiality is subject to the important exceptions listed below.  For purposes of joint 

instructions, you authorise us to disclose your confidential matters to the other person(s) 

instructing us. We may be required by law to show your confidential matters to the 

authorities eg in a case of fraud, iniquity, tax investigation, subpoena for court 

proceedings. We are under certain duties to prevent financial crime eg  under Bribery Act 

2010 or  Proceeds of Crime Act 2002 or Economic Crime & Corporate Transparency Act 

2023 in force September 2025 eg by reporting to the relevant authorities including the 

National Crime Agency (NCA) if we suspect that a transaction may involve or be linked 

to, for example, bribery, fraud, tax evasion, money laundering, terrorist financing or arms 

proliferation. If we have cause for concern in this regard, we may decline to act for you. 

If we have suspicion in this regard we may make a report to a crime agency, and we will 

not be able to tell you that a report has been made and we may have to decline to act for 

you or stop working for you for a period of time (eg 7 working days initially then 

potentially another 31 calendar days) and we will not be able to tell you why. Under the 

MLR (as amended 2023) we are under a duty to report to Companies House if there is a 

material discrepancy in the public register entries for your company (or LLP) which may 

reasonably be considered to be linked to money laundering, terrorist financing, arms 

proliferation, or concealing details of your business including as to who controls the 

company: in that case we may be able to tell you that a report has been made to 

Companies House. We are committed to not facilitating bribery, fraud, tax evasion, 

money-laundering or other financial crime in the UK or elsewhere. We would not act on 

a monetary transaction unless we are able to complete due diligence satisfactorily as to 

source of wealth accrued over time and source of funding for the transaction. As part of 

this we would expect that in an investment the other parties are represented by 

professional advisors who are regulated by anti-money laundering laws of UK or EU 

standards or equivalent standards of deterrent and enforcement. If we cannot complete 

our due diligence satisfactorily at any stage we may have to decline to act for you, or stop 

acting for you on this on this or other matters. We may disclose your details to barristers, 

accountants, insurers and auditors similarly bound by professional confidentiality. If you 

make a complaint, we may disclose your matter to our insurers and their representatives. 

 

14. Hours of Business 

Our usual hours are 10am to 6pm on banking days in UK; otherwise by arrangement. 

 

15. Electronic Communications 

In the course of working on your affairs we may email you and others, unless you tell us 

you do not wish us to communicate by email. Emailing carries risks including 

interception, unauthorised access, viruses, imposition of firewalls and automatic spam 

filters. We are not liable for any such risk, except in case of wilful default or dishonesty. 

 

16. Outsourcing/ fee-sharing 

Sometimes we ask other companies or people to do work on our files (eg typing, 

photocopying, external file review). We will always seek a confidentiality agreement 
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with external providers. If you do not wish your file to be outsourced, please let us know. 

If we earn any commission on referrals, we will disclose the commission deal to you.  

 

17. Providing exempt financial services 

This firm is registered with the FCA as “exempt professional firm” no. LS79905: 

https://register.fca.org.uk/. This means that we may provide certain limited insurance and 

investment advice services where these are closely linked to the legal work we are doing 

for you. We can carry on insurance mediation activity, which is broadly the advising on, 

selling and administration of insurance contracts and investments. If, while we are acting 

for you, you need advice on insurance or investments, we may have to refer you to 

someone who is authorised to provide the necessary advice. This part of our business 

(including arrangements for complaints or redress) is regulated by the Solicitors 

Regulation Authority (SRA). This is because we are members of the Law Society of 

England and Wales, which is a designated professional body for the purposes of the 

Financial Services and Markets Act 2000. The SRA is the independent regulatory arm of 

the Law Society. The Legal Ombudsman is an independent complaints-handling body. If 

you are unhappy with any insurance or investment advice you receive from us, you may 

raise a complaint in accordance with our complaints procedure. The firm does not 

currently have any contractual arrangements with any third parties for referring the firm’s 

clients for insurance or investment advice, but if when advising you on any insurance or 

investments the firm does not conduct a fair analysis of the relevant market, then (i) we 

will advise you whether the firm is (if at all) contractually obliged to conduct insurance 

mediation activities in this way (ii) we will advise you that you can request details of the 

insurance companies (if any) with which the firm conducts business; and (iii) we will 

provide you with such details on request. 

 

18. Diversity, equity and inclusion (DEI) 

We are committed to promoting diversity, equity (equality of opportunity) and inclusion 

in all of our dealings with clients, third parties and employees. We publish an annual 

survey of our DEI status. 

19 Intellectual Property  

We retain copyright in drafts and documents we provide for you. 

 

20. Complaints procedure 

We are committed to high quality legal advice and client care.  If you have a complaint 

about our service, please contact me in the first instance. Upon presentation of a 

complaint, we have eight weeks to consider your complaint. If we have not resolved the 

complaint within 8 weeks, you may (if you are an individual or small company) complain 

to the Legal Ombudsman PO Box 6806, Wolverhampton WV1 9WJ tel 0121 245 3071 

www.legalombudsman.org.uk. Normally, you will have to bring your complaint to the 

Legal Ombudsman within 6 (six) months of receiving a final response from us about your 

complaint and 6 years from the date of the act or omission giving rise to the complaint or 

alternatively 3 years from the date you should reasonably have known there are grounds 

for complaint (if the act/omission took place before 6 October 2010 or was more than 6 

years ago). For work involving court proceedings you have a right to apply to the Court 

https://register.fca.org.uk/
javascript:handleLink('/solicitors/handbook/glossary%23firm','glossary-term-140')
javascript:handleLink('/solicitors/handbook/glossary%23firm','glossary-term-143')
javascript:handleLink('/solicitors/handbook/glossary%23insurance_mediation_activity','glossary-term-144')
javascript:handleLink('/solicitors/handbook/glossary%23insurance_mediation_activity','glossary-term-144')
http://www.legalombudsman.org.uk/
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for an assessment of the bill under Part III of the Solicitors’ Act 1974.  Alternative 

complaints bodies such as Ombudsman Services https://www.ombudsman-services.org 

are competent to deal with complaints about legal services. We agree to use Ombudsman 

Services for alternative dispute resolution. Our detailed complaints procedure is available 

on request : we would apply taking account of your attributes such as vulnerabilities. The 

firm’s SRA number is 79905. 

 

21. LIMITS ON OUR PROFESSIONAL LIABILITY 

Our professional liability to you is limited to £2,000,000 (two million pounds sterling) for 

any one claim. We are insured to that limit with Endurance Worldwide Insurance Ltd, 

policy number 79905 via Wesleyan, Colmore Circus, Birmingham B4 6AR claims tel 

0121 335 3490. Our insurer is based in England and the territorial coverage of the 

insurance is worldwide. The insurance policy is available for viewing on request.  

 

22. EXCLUSIONS & DISCLAIMERS 

We undertake no liability to any person who does not countersign this agreement 

undertaking responsibility to pay our fees.  We are not liable for advice given verbally, 

only for advice given or confirmed in writing by email or post. We accept no liability for 

advice given by meeting phone text skype zoom Teams social media or similar means. 

We work and advise in English language and are not liable for communications in any 

other language. If a stage of legal work is for an agreed fixed fee payable upfront we do 

not accept liability until you pay the fee. We are liable for advice and drafting given in 

the original context and in our own words. We do not accept liability for paraphrasing of 

our advice or for adaptation or re-use of our advice or drafting in other contexts.  If you 

amend or highlight our legal documents or if you paraphrase our advice or forward to 

others any advice which have given you for your eyes only, or if you deal with the other 

side directly, we are not responsible for the manner of so doing. If you make amendments 

to a document you must clearly flag the document in the header and external label as your 

new version and we are not liable for the manner of such amendment unless we approve 

in writing. If you sign or date any contracts without our supervision we are not liable for 

the manner of such signature or dating. Solicitors are “officers of the court” meaning we 

owe our first duty to the Court, so if matter goes to Court and if we are a witness to 

certain aspects of the matter we may not be able represent you in the case. Our work is 

limited to English law excluding tax. We do not advise on the tax aspects or the 

commerciality of the project. We are not companies/trust service providers eg we do not 

provide any company registered office address, but can refer you to company formation 

agents/accountants/tax advisors for such services. We maintain paper files printed in 

black and white, not colour. We accept no liability in relation to colour highlighting or 

shading. We shall 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. We limit our liability to the extent the law allows: eg we do not seek to 

limit our liability for death or personal injury caused by negligence or for fraud. We are 

not liable for an event of force majeure. Please ask if you would like us to explain any of 

the terms above.  

 

23. Ending this Agreement 
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You have the right to cancel this agreement at any time by notice in writing, but we have 

the right to keep all your papers and documents while there is still money owed to us for 

fees and expenses. We may decide to stop acting for you only with good reason, e.g. if 

you do not pay an interim bill within 30 days or there is a conflict of interest. We must 

give you reasonable notice that we will stop acting for you. If you or we decide that we 

should stop acting for you, you shall pay our charges up until that point. These are 

calculated on an hourly basis plus expenses as set out in these general terms. 

 

24. Storage of documents 

After completing the work, we will be entitled to keep all your papers and documents 

while there is still money owed to us for fees and expenses. We will keep our file of your 

papers for up to 6 years, except for papers that you ask to be returned to you. We keep 

files on the understanding that we can destroy them 6 years after the date of the final bill. 

If we take papers or documents out of storage in relation to continuing or new 

instructions to act for you, we may charge you for time spent producing papers requested, 

reading, correspondence or other work necessary to comply with your instructions, and 

for out of pocket expenses. 

 

25. What you do next 

We are committed to adhering to the Consumer Protection Regulations Act 2014 and so it 

is our policy not to sell our services aggressively or give any misleading information. As 

confirmation that you understand the contents of this letter and that you are happy to 

retain this firm on the basis of the key terms of this letter and the General Terms below 

please sign, date and return this to us together with originals of the ID documents 

mentioned above. If there is anything you do not understand or wish to discuss before 

signing please let us know. Our policy is always to meet clients in person at the start of 

our work but if for geographical reasons you are not able to meet beforehand, then under 

the Consumer Protection (Information, Cancellation and additional Charges) Regulations 

2013 you also have a statutory right of cancellation for a 14 day “cooling off” period 

from signing. If you instruct us without signing then after 14 days we will rely on these 

terms whether or not counter-signed by you. 

 

26. Governing law, Jurisdiction 

This Agreement is governed by English law and subject to the exclusive jurisdiction of 

the English courts.  

 

27. Privacy And Data Protection Policy 

Under Data Protection law in force from 25th May 2018 and the UK version of the 

General Data Protection Regulation (UK GDPR), we ask you to read our separate Privacy 

and Data Protection Policy and sign your consent, which must be informed and given 

freely. We may also require you to register at the Information Commissioner’s Office as 

a pre-condition to our acting for you. If you have any queries about any aspect of the 

Privacy and Data Protection Policy, please contact us for clarification before signing.  

Angela Jackson   

Read and agreed ………………………………………………………[client] 


