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Name & Address
Dear
The Estate of your late:
We write further to the above matter.
Following our recent attendance upon you with respect to your * estate, we confirm that Berrys will represent you in this
matter under a private fee paying basis.
Chris Berry will have day to day conduct of the matter and as principal of the firm, will have overall supervisory
responsibility for your matter.
Our professional practice rules dictate that we inform you of a number of matters concerning this matter and how we
intend to deal with it on your behalf. We appreciate that this is a lengthy document, but it is important that you read it
thoroughly. If there are any matters within it that you require further clarification on, please do not hesitate to contact
our office to discuss same. We would ask you to sign and return the copy of this letter to indicate your agreement to the
terms of engagement. Once we are in receipt of same we can then proceed to deal with this matter on your behalf.
Consumer Contracts Regulations
It is possible our agreement falls with the Consumer Contract Regulations 2013, so as a matter of course we ensure full
compliance. Part of the regulations allow for a no quibble cancellation period of 14 days. To this end we enclose a
cancellation form for your attention. Should you wish to exercise your right to cancel, then please advise and return this
form to us within the specified period.
Ordinarily, unless you instruct us otherwise we would normally not begin work on your matter until expiry of the
cancellation period. If you consider the matter urgent then work can begin immediately upon your instruction. This does
not affect your right to cancel, but it may mean you are charged for the work we undertake during the period.
Unless otherwise instructed once the quibble cancellation period has expired we can only then proceed with acting on
your behalf. Matters in respect of cancellation are detailed within the documents sent to you.
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Additionally, the regulations specify a maximum, 30 days in which the contract must be concluded. This is clearly not
possible in legal matters of this nature and accordingly by entering in to the contract you are agreeing that it shall not be
concluded within 30 days. Estimates for timescales of your particular matter are contained elsewhere within the
documents we sent you.
Right to cancel
You have the right to cancel this contract within 14 days without giving any reason.
The cancellation period will expire after 14 days from the day of signing the CFA.
To exercise the right to cancel, you must inform us of your decision to cancel this contract by a clear statement (e.g. a letter
sent by post, fax or e-mail). You may use the cancellation form below, but it is not obligatory.
To meet the cancellation deadline, it is sufficient for you to send your 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 –
(a) 14 days after the day we receive back from you any goods supplied, or
(b) (if earlier) 14 days after the day you provide evidence that you have returned the goods, or
(c) if there were no goods 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.
Levels of Service
In acting on your behalf in this matter we aim to achieve the highest possible levels of service, in particular we aim to
ensure that:a) The person dealing with the matter wherever possible will deal with your telephone calls, but if that person is
unavailable, your call will be directed to an Assistant to deal with or for a message to be taken. All requests for
returned telephone calls should be dealt with on the same day or as agreed or as soon as possible thereafter. The
person dealing with the matter is Mr Chris Berry Solicitor. The matter will be supervised in accordance with Solicitors
rules by Mr C Berry, principal of the firm.
b) Your letters should have a substantive reply within seven working days.
c)

We will inform you of any material developments by post as soon as possible. You should normally hear from us
approximately every two – three weeks.
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d) Quality Standards
The firm is working towards under the Lexcel quality standard of the Law Society. As a result of this we are or may
become subject to periodic checks by outside assessors. This could mean that your file is selected for checking, in which
case we would need your consent for inspection to occur. All inspections are, of course, conducted in confidence. If you
prefer to withhold consent, work on your file will not be affected in any way. Since very few of our clients do object to
this I propose to assume that we do 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 me if I can explain this further or if you would like me to mark your file as not to be inspected. If you
would prefer to withhold consent please put a line through this section in the copy letter for return to me.
Our Charges
It is important that you understand your responsibilities for the legal costs incurred in this matter. As advised you will be
responsible for our costs details of which are more particularly set out hereinafter.
Calculation of Charges
We are obliged to inform you how our fees are calculated in accordance with our professional rules of conduct. We must
stress that you are liable to us in respect of our fees and any disbursements. Payment of our fees is due when we cease to
act for you and we have a lien on the file of papers and any payments until payment is made to us.
Our costs for acting on your behalf are not fixed but are dependent upon the amount of work involved and are always
subject to being checked by the Court at the end of the case, or when we render a Bill. Our costs are calculated on the basis
of charging £205 .00 pounds per hour (unless otherwise notified to you by us in writing) and we also charge for telephone
calls and letters at £20.50 per item and any fees which we pay e.g. Court fees, medical reports and Barrister’s opinions. A
letter and a telephone call will have a minimum charge of £20.50 and if the duration and or preparation of same exceeds 6
minutes ( a unit ) then the charging rate of £20.50 will be charged for each part or whole unit spent thereafter. All our
charges are subject to VAT. Any interest that we are entitled to recover on legal costs and disbursements belongs to
ourselves. Our costs may include the cost of any cost draftsman whom we instruct. The hourly rate we intend to use in
respect of a Cost Draftsman is £205.00 per hour. In addition to time spent we may take into account a number of factors
including the need to carry out work outside our normal office hours, the complexity of the issues, the speed at which the
action has to be taken and any particular specialist expertise which the case may demand. In any event we will at a six
monthly interval furnish you with a costing to date of the work undertaken. Interim bills may be delivered on a Quarterly
basis. If the bill is not paid within 28 days of the date of the bill then we reserve the right to charge interest at 4 per cent
above Base Rate and or cease to act any further. Please note if where Estate Planning is required to be undertaken the
hourly rate is £240.00.
Disbursements (payments to others).We would anticipate the following Disbursements:
Probate Fee & 2 copies: £156.00
Commissioner for Oaths fee: £7.00
Office Copy documents £6.00.You need to be aware there are occasions when additional Disbursements are incurred , for
example, further documents which need to be obtained from the Land Registry.
Where a Chaps transaction has to be undertaken a Chaps fee of £10.00 plus vat will arise and an Administration charge of
£40.00 plus vat respect of each Chaps transaction undertaken.
Publication of Trustee Notice in Law Gazette & Local Paper: in the region of £235.00 plus vat
Property Valuation: £100.00 plus vat approx
Will Search cover £114.00 plus vat
Family Tree Checker Service: in the region of £150.00 plus vat
Additional Disbursement: ID Verification Service £7.20 plus vat per individual for other bodies the cost is £14.40 plus vat
per search .
*It is difficult to assess at this juncture the extent of the Estate and the work needed to be undertaken. In a simple Estate
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not subject to Inheritance and or Revenue Tax implications & where the assets are immediately definable then you would
reasonably expect the legal costs to be in the region of £800.00 plus vat & Disbursements. This would not include
Conveyancing charges of the Deceaseds property. Once we have details of the full extent of the Estate then we should be
in a position to give an overall estimate for dealing with the Estate and any anticipated issues before we obtain the Grant.
*Initially we estimate that our costs and disbursements in relation to deal with this matter will be in the region of
£2,000.00 - £3,000.00 plus VAT and disbursements. We will be able to advise more constructively once we are aware of the
extent of the Estate prior to seeking the Grant of Probate and will then advise as to same.
In any event we will at a six monthly interval furnish you with a costing to date of the work undertaken. Interim bills may
be delivered on a Quarterly basis. If the bill is not paid within 28 days of the date of the bill then we reserve the right t o
charge interest at 4 per cent above Base Rate and or cease to act any further.
Having regards to time issues you need to consider the Inheritance (Provision for Family and Dependants) Act 1975
which enables persons to apply to the Court for provision from the Deceased’s estate on the basis that the will or intestacy
fails to make adequate financial provision for them. Application should be made within six months from the grant of
representation to the deceased’s estate. The Court has a discretion to extend this time limit.
A personal representative / Executor can distribute after the expiry of six months from the date of grant without
incurring any personal liability if no claim has been made, even if the court grants a late application. The applicant, if
successful, still has a right to recover property distributed from the beneficiaries.
Having regards to Distribution within the six month period the guideline is to proceed cautiously.
Following the elapse of the six months rule it would be prudent to wait a further four months period as it is conceivable
that someone could issue proceedings prior to the determination of the six month period and then in accordance with the
law within the next four months serve such proceedings upon the Estate.
Accordingly I would always professionally recommend you adhere to such time scales.
A broad outline of our work is:
For an Estate below the Inheritance Tax threshold:
Supplying information to you and those involved with the transaction.
Ascertaining the assets and liabilities of the deceased.
Realising the assets
Corresponding with Asset offices
Assessing value of estate & reporting to Executors on size of Estate
Taking instructions from Executors on preparation of Grant
Calculating taxes due
Obtaining a grant of representation.
Collecting the assets of the deceased.
Paying debts, taxes and administration expenses.
Selling assets, if necessary, to realise cash for the purpose of the administration.
Transferring the assets to those entitled
Preparing & Producing estate accounts showing income and capital separately and seeking approval to same
Providing statements of income and income tax paid to beneficiaries with an income entitlement.
Distribution of the Estate
For an Estate above the Inheritance Tax threshold a similar broad outline of work is undertaken. However there does tend
to be far more documentation to prepare and consideration of the Estate involved. This in its own right creates a
significant amount of additional costs.
However it has always got to be borne in mind even a modest Estate can by virtue of the multiplicity of Assets ; tracking
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down Estate Assets; identifying assets of the Estate ; albeit small in nature lead to a disproportionate time and cost
element in dealing with same.
Finally it is always difficult in Probate matters to be able to give constructive advice as to likely time frames for
completing such a matter. In a straightforward Estate once could be looking at settlement of matters within a period of
approximately 12 months or less. However at this juncture information is being gathered and it would be too early to
speculate as to likely time frames.
Estimates [general]
Estimates and Quotations are generally based upon your initial description of the matter in question and upon any
documentation that you might have given us to consider. Such information may not be sufficient to give an Estimate or
Quotation, particularly if documentation needs to be prepared or negotiated, or if any complicated legal points are involved.
Where an Estimate or Quotation is given, it must be in writing to be of any effect. Such effect will in any event be limited in
that sometimes a matter is more complicated than we could reasonably have expected from your description or from a
preliminary review of that documentation, or unforeseen issues arise as a matter progresses which have a bearing on the
amount of time which we need to spend, or upon any Disbursements or other costs which need to be incurred. We shall
advise you of any such changes in circumstance, as these matters will fall outside the scope of any Estimate or Quotation
which we have given. We shall seek to agree with you an additional fee for such matters, but if no agreement is made, we
shall have the right to cancel this Contract on giving immediate written notice to you.
If it is not possible to calculate our charges with reference to a Quotation we have given, they shall be determined with
reference to our hourly rates.
Unless we specifically advise to the contrary, all Estimates and Quotations are exclusive of VAT, Disbursements and other
costs.
Billing & Payment
If you or we cancel the conditional fee agreement and we are required to invoice, then:
Our invoices are payable in full upon receipt.
If any of our invoices are not paid within 30 days of their delivery to you:



We may charge you interest on the outstanding amounts at the rate payable on judgment debts, and;
We have the right to suspend work on any matters on which you have asked us to act, or to cancel all or any of our
Contracts with you on giving you immediate written notice, and:
 We have the right to apply to Court/Tribunal to be taken off the record as your lawyers in relation to any legal
matter in which we are representing you on giving you 7 days written notice.
Where the covering letter is addressed to more than one person, or where we have agreed with the addressee of the covering
letter to act for another person as well, each of you shall be jointly and severally liable for our fees and disbursements and
other costs, so that each of you is jointly responsible for ensuring that our bill is paid, and we can pursue all or any one of
you for the whole amount that is due to us. This shall be the case regardless of any agreement you may have entered into
with anyone else regarding the payment of our fees, disbursements, and other costs.
Work That is not Included
As far as practically possible we will define our agreed instructions in this letter, however as a matter of course our advice
shall not include advice upon
 The laws of any jurisdiction other than England and Wales; or
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Taxes or duties (other than Stamp Duty); or
Financial planning; or
Accounting.

Any deviation to this will be agreed in writing before hand.
Instruction & Authority
If you are an individual client then we will only take instructions from you direct, if you are a company, partnership or other
organisation, we may accept instructions from anyone within your organisation unless you have written to us identifying
which individuals we are to take instructions from.
When our Contract is with more than one person, unless otherwise agreed in writing, we may:
 Accept instructions from any one of those persons on behalf of all; and
 Correspond with any one of those persons on behalf of all.
Monies on Account
We reserve the right to require you to pay one or more sums on account of our fees and/or any likely Disbursements or
costs at any time before and/or during the course of the work. Any sums we ask you to pay on account may include an
element to reflect any VAT that may be chargeable. These sums will be held in your name in our client account accruing
interest. Interest will be calculated at the rate set by Lloyds TSB Plc and at 0.10% pa. That of course may change. The
period for which interest will be paid normally runs from the date(s) when funds are received by us until the date(s) on
the cheque(s) issued to you.
Interest
Where it is reasonably anticipated that the cleared monies will be held for a period of 4 days then such monies will be
placed in a Designated Deposit Account. It will be appreciated considerable time and security measures have to be
undertaken in opening and closing such accounts and a minimum Administration Charge of £40.00 plus VAT will be
charged for each time such an Account is opened.
When cleared monies are reasonably anticipated to be held for less than 4 days then such monies will be held in your
name in our client account accruing interest. We will not account to you for any such interest as the administrative cost of
same will far outweigh any financial benefit and any such interest will be retained by the firm.
If a client wishes us to account for such interest then we will be pleased to do so, provided you advise us in writing
immediately upon the return of the signed terms and conditions. You will in such circumstances be obliged to attend to
payment for such service by way of administrative charge based on the time spent accounting for same and reporting to
you based on the hourly rate as previously mentioned and in our experience you would need to legislate in the region of
cost equivalent to 20 minutes based on the hourly rate.
From these sums, we shall be entitled to settle our invoices for fees, Disbursements or costs after we have advised you of
the fees, Disbursements and costs in question.
Limitation of Liability
As solicitors we are permitted to put a reasonable limit on our liability to our clients provided that:



The limit on our liability is not below the minimum level of cover required by the Solicitors’ Indemnity Rules
(currently £2,000,000 for partnerships and sole practitioners); and
We do not limit our liability for death or personal injury resulting from our negligence.
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Our liability to you shall therefore be limited as follows:


Irrespective of the legal grounds on which any claim against us is made, our liability and loss to you (including any
liability for negligence other than for death or personal injury) shall be limited to £2 million for all claims and losses
resulting from:
o one act error or omission;
o

one series of related acts or omissions;

o

the same act or omission in a series of related matters or transactions;

o

similar acts or omissions in a series of related matters or transactions.



For the purposes of this clause, a claim against any one or more of our partners, assistant solicitors, employed
barristers and any other members of our staff (whether employees or not) arising from one matter or transaction shall
be regarded as a single claim against us and our liability to you shall be limited accordingly.



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.

Joint Liability
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 purposes of this clause:



“loss or damage” shall include all recoverable amounts, including legal costs; and
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.

Deposit Protection for client accounts
There may be circumstances when our firm is holding significant amounts of money on behalf of clients. In such
circumstances it may well be that we place such monies in a Designated Deposit Account with Lloyds Bank. If such an
occurrence arises we will inform you in writing.
There is always the possibility, however unlikely that there would be a Bank failure. In such circumstances we would
need to make a claim under the Financial Services Compensation Scheme (FSCS) in respect of client money held on
clients’ behalf.
The signing of our Terms and Conditions authorises our Firm to give such necessary information as is required to the
FSCS to help them identify clients and any amounts to which they are entitled.
You also need to be aware of the following information:




In the event of such circumstances it is unlikely that our Firm would be held liable for losses resulting from a banking
failure.
Lloyds Bank would be the name of the deposit taking institution in which your money is held.
The £85,000 FSCS limit applies to the individual client, and so if you would hold other personal monies in the same
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deposit –taking institution as Lloyds Bank Plc the limit remains £85,000 in total.
If a corporate body client is not considered a small company by FSCS, then they will not be eligible for compensation.

Please note some deposit-taking institutions have several brands, ie where the same institution is trading under different
names. Clients should therefore check either with Lloyds Bank, the FCA or a Financial Adviser for more information.
Specialist Advises
In all aspect of work it may be necessary to refer clients to specialists where the need arises. Where it becomes apparent
that such specialist advice is required we will advise you. The cost of such advice will be borne by the client. In the event
of the client not wishing to take such specialist advice then our Firms contractual relationship with the client will
terminate and the client will be responsible for all work undertaken by our Firm and any disbursements arising there
under.
Other Matters
We shall not be liable to you for any failure to provide our services caused by matters beyond our reasonable control.
Evidence of Identity
We may ask you to provide evidence of your identity and/or authority to instruct us. We will ask if this is required by any
internal procedure, statute or regulation. If you cannot satisfy these requests promptly, we have the right to cancel the
Contract on giving immediate written notice to you.
Regulatory Matters
We are authorised and regulated by the SRA, whose Code of Conduct, including its professional rules, principles and
guidance apply to us. We are not authorised by the Financial Services Authority. If, while we are acting for you, you need
advice on investments, we may have to refer you to someone who is authorised to provide the necessary advice. However,
we may provide certain limited investment advice services where these are closely linked to the legal work we are doing for
you. 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 Firm has effected professional indemnity insurance cover which meets or exceeds the requirements of the SRA. In the
event of any failure by the Firm to meet its liabilities, apart from such insurance, the Solicitors’ Compensation Fund is in
place, from which grants may be given to those who have suffered loss by reason of the dishonesty of a solicitor or an
employee in connection with a solicitor’s practice or in connection with a trust of which the solicitor is a trustee.
All UK law firms are subject to reporting and other requirements imposed by the UK’s money-laundering laws and other
legislation and you may therefore be required to provide us with information that may be relevant for legal or regulatory
purposes at any time. Any failure by you to provide any information of this sort shall entitle us to cancel this Contract on
giving immediate written notice to you.
Provision of Service Regulations 2009
We comply with the above regulation by displaying the required details of Our Professional Indemnity Insurance in our
offices. Upon written request we are happy to furnish a copy of same .
Your Responsibilities
It is vital that we can contact you at all times. Please inform us in writing of any change of address or telephone number,
as failure to do so could delay and prejudice the matter we are undertaking on your behalf.
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We need you to tell us promptly of your instructions when required and we cannot deal with any intermediary without
your written permission in advance.
We are constantly aware of the opportunities of fraud and or duress being undertaken. Accordingly any alterations to
your original instructions must be advised to us by way of signed and dated correspondence.
In order to carry out our services in a prompt, effective and professional manner, we shall require your full co-operation
and assistance throughout the duration of our Contract with you. This means that we expect to receive clear, timely and
accurate instructions from you and to be provided with documents promptly upon request. In litigation matters you are
required by the Court Rules (the Civil Procedure Rules) to safeguard any documents which are likely to be required for
disclosure and we will give you further guidance on the types of documents which you are obliged to disclose, as
necessary.
Complaints Procedure
It is expected that our relationship during the life of your claim will be professional and mutually satisfactory, however,
we do accept that from time to time miscommunication, issues and grievances can occur .We want you to feel confident in
raising any concerns you have at the earliest opportunity and would request that initially any problems you have with
your claim or your bill are raised with the fee earner with conduct of this matter. If you are unable to resolve the issue
then you can speak to Mr Berry who will advise you of our complaints procedure a copy of which is available on request
and request your complaint is put in writing so it can be investigated in accordance with the procedure. If the matter has
not been amicably resolved within 8 weeks then there is a non – judicial means of dispute settlement through the offices
of the Legal Ombudsman PO Box 6806 Wolverhampton WV1 9WJ more information on the role can be found on their
website www.legalombudsman.org.uk. Normally, you will need to bring a complaint to the Legal Ombudsman within six
months of receiving a final written response from us about your complaint.
If you are a client and we have made a contract with you by electronic means you may be entitled to use an EU online
dispute resolution service to assist with any contractual dispute you may have with us. This service can be found
at http://ec.europa.eu/odr.
Complaints Regarding Fees
Our invoices contain a brief summary of the work that we have undertaken for you and the Disbursements and costs that
have been paid out your behalf in relation to the matters on which you have asked us to act. A more detailed description
can be provided if needed. If you are unhappy with your bill then we will treat this like a complaint about our service.
Accordingly we want you to feel confident in raising any concerns you have at the earliest opportunity and would request
that initially any problems you have with your bill are raised with the fee earner with conduct of this matter. If you are
unable to resolve the issue then you can speak to Mr Berry who will advise you of our complaints procedure and request
your complaint is put in writing so it can be investigated in accordance with the procedure.
If you are not satisfied with the amount of our fees, you may be entitled to have our charges reviewed by the court, called an
assessment - such application for review to be requested not more than one month of delivery of the bill or notification see
sections 70, 71 and 72 of the Solicitors Act 1974 or seek independent legal advice.
Papers & Deeds
We are entitled to retain our files and any documents we are holding on your behalf until you have paid all our invoices.
Unless you have already asked us to return any papers to you, we shall keep all files relating to your completed matters in
storage for not less than six years, either in their original form or on some other retrievable medium. After the end of that
period, those files will be destroyed, although this shall not apply to any original documents that you have specifically asked
us in writing to keep in safe custody for you.
If you wish us to hold the papers after this time, then we will charge an annual fee of £75 plus vat [reviewable] and you must
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advise in writing before the expiry of the six years.
Wills, Title Deeds, Pre-registration Deeds and Documentation or other Asset or Legal documents will be charged an
annual fee of £75 plus vat [reviewable].
We do not normally make a charge for retrieving stored papers which relate to current matters, although we reserve the
right to charge you for any time spent in retrieving papers relating to completed matters and for any time spent in reading
the file, writing letters, retrieval of information or doing any other work at your request based on time spent on the hourly
rate as previously mentioned.
If you ask us to send any documents to anyone else, we shall not be liable for any loss or damage that occurs to those
documents after they leave our possession. You should also note that, unless we believe it might be appropriate to do so we
will not ordinarily make copies of any lengthy or bulky documentation which we send to anyone else, unless you
specifically ask us to do so, and pay our copying charges. Such copying charges will be based on the time spent copying and
preparing same based on the hourly rate as mentioned.
Recommendations
If we should recommend the services of anyone to you such as accountants, surveyors, trade mark and patent agents,
foreign lawyers or anyone else, we shall do so in good faith and this shall be the sole extent of our liability with regard to the
recommendation in question.
Audits and Audit Enquiries
If we receive requests for information of an auditing nature from you, your accountants or auditors, we may address our
response to you and we may charge you for the time spent in addressing these enquiries at our normal hourly rates.
External firms or organisations may conduct audit or quality checks on our practice to ensure compliance with mandatory
requirements such as the regulatory standards and/or voluntary standards such as Lexcel or ISO 9001. Such external
firms or organisations are required to maintain confidentiality in relation to your files. We operate our own in-house file
review process to ensure our own quality standards are adhered to and personnel involved in the review process are
bound by the firm’s confidentiality obligations.
Third Party Rights
Unless we specifically agree to the contrary in writing, we shall act only on your behalf in relation to the work that we do for
you and the Contracts (Rights of Third Parties) Act 1999 shall not apply.
Any legal advice that we give you is for your own use only and we shall not be liable to anyone else in relation to that advice
(including anyone that you pass or transmit it to) unless we expressly agree to be liable to the recipient(s) in writing.
Data
If you are a private individual we shall only use any personal data that we have relating to you for the following purposes:








To identify you as a client of this firm and to confirm any information you have given us;
To provide you with our products and services;
To process any payments from you;
To send you information regarding our products and services, including any products and services that we may
supply in conjunction with anyone else, unless you ask us not to do so;
For our own internal purposes in connection with risk management matters and resolving disputes; and
For legal and regulatory compliance; and
For producing statistics and other information relating to our business, including statutory returns, providing this
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shall not identify you personally.
For producing statistics and other information relating to our business, providing this shall not identify you
personally.

Our use of that information is subject to your instructions, the Data Protection Act 1998 and the provisions of the General
Data Protection Regulation 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. Except in certain circumstances,
you have a right of access under data protection legislation to the personal data that we hold about you and you should
ask us should you need to access this data.
If you are unhappy with the way data is being handled then please inform Mr Chris Berry designated Data Protection
Officer in writing who will then investigate same. If the matter cannot be amicably resolved then please note individuals
have a right to complain to the Information Commissioner's Office (ICO) of Wycliffe House Water Lane Wilmslow
Cheshire SK9 5AF on 0303 123 1113 if they think there is a problem with the way Firm is handling their data.
As part of our services to clients such personal data will be retained subject to legal and regulatory compliance issues
such personal data will be removed on your written request.
Conveyancing Matters
In conveyancing matters when acting for you as a purchaser, we may also be acting for your proposed lender and as such
we have a duty to fully reveal to your lender all relevant facts about the purchase and mortgage. This includes but is not
limited to:



Any differences between your mortgage application and information we receive during the transaction;
Any cash-back payments or discounts that a seller is giving you.

Information Technology & Communication Matters
We will aim to communicate with you by such method as you may request. More often than not this will be in writing,
but may be by telephone if it is appropriate. We may need to virus check discs or e-mails, but unless you withdraw
consent we may communicate with others when appropriate by e-mail or fax but we cannot be responsible for the
security of correspondence and documents sent by e-mail or fax. The Data Protection Act requires us to advise you that
your particulars may be held on a database operated by us.
Unless otherwise agreed, we may use conventional (unencrypted) email to communicate with you and anyone else that is
involved in any matter on which you instruct us. You acknowledge that conventional email may present security risks in
certain circumstances and you shall be taken to have accepted those risks unless you tell us not to use that means of
communication.
If you would like us to use encrypted email for communication purposes you should notify us in writing. We will
endeavour to do so, but this shall also be subject to us making the necessary arrangements with you and any other
recipients.
If you do not want us to fax you at any fax number where we might ordinarily think you may be contactable, you must
inform us of this in writing and provide us with any fax number(s) you wish us to use.
Please note that in order to protect the integrity and security of our IT systems, we may prohibit the receipt and opening of
certain types of electronic files by our staff and you should note our internal IT procedures may also impose a delay on our
ability to open and deal with certain types of electronic files.
Please note that we may record and monitor telephone, fax and email communications that are made to or from our offices
and staff for the purposes of the Telecommunications (Lawful Business Practice) (Interceptions of Communications)
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Regulations 2000.
The Contract
This letter and its terms, the conditional fee agreement and any written amendments that we agree with you shall form the
Contract. This Contract will be concluded:


When you confirm that the provisions of the covering letter are agreed and returned to us the signed authority to
act.

Termination
You may immediately terminate the Contract in writing at any time if you wish us to stop acting for you. We may also
cancel the Contract:




If we have good reason to do so an on giving you reasonable written notice; or
If we believe there are circumstances that justify an immediate cessation of the work that we are doing for you; or
In the circumstances provided for in other clauses of these Terms.

Circumstances that might justify our ceasing to act for you under the first two bullet points above would include a nonpayment of any of our invoices, your failure to make any payment on account or to settle any Disbursements or costs
which we have requested, or your failure to give us the instructions that we might reasonably expect in relation to your
matter(s).
In the event that we cancel the Contract and cease acting for you, we shall be entitled to charge you a fee for all the time
spent by us up to cancellation and in the case of issued litigation matters up until the Court have approved our Firm
names removal from the Court Record together with all the Disbursements and costs we have incurred or may be liable
for up to that point in time. If it is not possible to calculate our fee with reference to a Quotation that we have given, our
fee shall be calculated on the basis of our hourly rates.
CONFLICTS
We have the following rights to cancel this Contract on giving immediate written notice:




If our own interests conflict with yours; or
If a conflict of interests arises between you and any of our other clients in relation to the same or related matters, or
there is a significant risk that this might happen; or
If any instructions you give us conflict with our professional duties or obligations as solicitors.

Investments
Sometimes personal injury work involves investments. We are not authorised by the Financial Conduct Authority and so
may refer you to someone who is authorised to provide any necessary advice. However, we can provide certain limited
services in relation to investments, provided they are closely linked with the legal services we are providing to you, as we
are regulated by the Solicitors Regulation Authority.
If you have any problem with the service we have provided for you then please let us know. We will try to resolve any
problem quickly and operate an internal complaints handling system to help us to resolve the problem between
ourselves. If for any reason we are unable to resolve the problem between us, then the Solicitors Regulation Authority and
the Legal Ombudsman provide complaints and redress mechanisms.
The Law Society is a designated professional body for the purposes of the Financial Services and Markets Act 2000 but
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responsibility for regulation and complaints handling has been separated from the Law Society’s representative functions.
The Solicitors Regulation Authority is the independent regulatory body of the Law Society and the Legal Ombudsman is
the independent complaints handling body of the Law Society.
This firm is not authorised by the Financial Conduct Authority. However, we are included on the register maintained by
the Financial Conduct Authority so that we can carry on insurance mediation activity, which is broadly the 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. The register can be accessed via the
Financial Conduct Authority website at www.fca.org.uk.
ID & Money Laundering Requirements
We as a firm are subject to complying with the Money Laundering Regulations 2007. We enclose information sheet for
your information. As a consequence we need each individual client to furnish us with two sets of identity drawn from
either your Passport, Driving Licence; Birth or Marriage Certificate and one set of Identification being a Bank/ Building
Society Account Statement or Household Utility account which is not more than three months old & which confirms your
identity & home address. If you have difficulty in complying with these measures then please contact our office to discuss
same.
Money Laundering Notes & Proceeds of Crime
Since the beginning of 2002 there has been extensive new law designed to prevent money laundering. Under this law we
have a duty to report any financial transactions which we regard as suspicious. It is important that you are aware of this.
If the matter you are instructing us on involves the movement of money or other property through this firm directly or
through another party we have to be satisfied that the relevant transaction is legitimate. This is a legal requirement and it
may be necessary for us to ask you a series of questions touching upon your own identity, place of residence and the
source of any relevant funds.
We are sorry that we have to undertake this level of enquiry but we do not have a choice. We are obliged by law to
follow certain procedures and we do hope you will understand this.
The Proceeds of Crime Act 2002 (“The Act”) creates a number of offences relating to the proceeds of crime which you
should be aware of when you instruct us. The proceeds of crime are any monies/property/assets which have arisen as a
result of any crime. These include, for example, monies (however low in value), saved as a result of tax evasion or benefit
fraud, whether that money has been saved or spent.
If we become aware or suspect the existence of the proceeds of crime in your case (whether from you or from any other
person), we may have to report the irregularity to the Serious Organised Crime Agency (SOCA). SOCA may withhold
permission for us to continue with the case. SOCA can pass the information received to any relevant body such as HM
Revenue and Customs and an investigation may take place at any time in the future.
It follows from the above that if you have any concerns about irregularities in your financial position you may wish to
seek specialist accountancy or welfare benefits advice to correct those irregularities. We strongly recommend that you do
this before proceeding further. Please note that accountants are also required to comply with the provisions of the Act.
It is important that you are aware that we may have a legal duty under the Act to report known or suspicious
circumstances without telling you. This could have serious consequences for you. In rare situations you could find that
you then become subject to a HM Revenue and Customs investigation or benefits investigation and/or criminal
proceedings.
The obligations which we have under this Act can, in certain instances, override the duty of solicitor/client
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confidentiality.
Circumstances may arise where we have to approach you to seek your permission to report certain matters to SOCA. For
instance we may take the view that by proceeding further with your case (without permission from SOCA) we may be
assisting in the commission of a money laundering offence. In the event that you refuse such permission we reserve the
right to terminate your instructions and if we do so in these circumstances you will be liable for all our fees and expenses
incurred up to the date of such termination.
We will not be liable to you for any losses arising out of our statutory reporting obligations under the Act. The limitation
of our liability to you under this paragraph will only apply if we have acted (in terms of such reporting obligations)
strictly in accordance with the requirements of the Act and any anti-money laundering guidance published from time to
time by the Law Society.
Criminal Finances Act 2017
On 27th April 2017, the Criminal Finances Act 2017 (“the Act”) was given Royal Assent Part 3 of the Act, when it comes
into force on 30th September 2017, will create two new offences under the heading “corporate offences of failure to
prevent facilitation of tax evasion”, which will apply in respect of corporate bodies and partnerships (wherever
incorporated or formed) and will cover circumstances facilitating tax evasion in the UK and overseas.
How is the offence committed?
If a person, acting in “the capacity of a person associated with” the company (which includes employees, agents, or other
people performing services for or on behalf of the company, and is acting in that capacity) commits a “ tax evasion
facilitation offence”, then the company may be liable for an unlimited fine.
This is a strict liability offence. This means that it is not possible to blame your clients (or the provision of information
from your clients), even though they are ones committing the primary tax evasion offence. Nor is it possible to distance
yourself from your employees (or other people “associated with” the company) who are deemed by the Act to have
facilitation the tax evasion - your company will still have committed an offence under the Act.
If we become aware of or suspect the existence of an act or action which fall or may fall within the Criminal Finances Act
2017 then our Firm without further reference to the client will be obliged to report such matter or suspicion to relevant
authorities and an investigation may take place at any time in the future.
If we become aware or suspect the existence of the proceeds of crime in your case (whether from you or from any other
person), we may have to report the irregularity to the Serious Organised Crime Agency (SOCA). SOCA may withhold
permission for us to continue with the case. SOCA can pass the information received to any relevant body such as HM
Revenue and Customs and an investigation may take place at any time in the future.
It follows from the above that if you have any concerns about irregularities in your financial position you may wish to
seek specialist accountancy or welfare benefits advice to correct those irregularities. We strongly recommend that you do
this before proceeding further. Please note that accountants are also required to comply with the provisions of the Act.
It is important that you are aware that we may have a legal duty under the Act to report known or suspicious
circumstances without telling you. This could have serious consequences for you. In rare situations you could find that
you then become subject to a HM Revenue and Customs investigation or benefits investigation and/or criminal
proceedings.
The obligations which we have under this Act can, in certain instances, override the duty of solicitor/client
confidentiality.
Circumstances may arise where we have to approach you to seek your permission to report certain matters to SOCA. For
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instance we may take the view that by proceeding further with your case (without permission from SOCA) we may be
assisting in the commission of a money laundering offence. In the event that you refuse such permission we reserve the
right to terminate your instructions and if we do so in these circumstances you will be liable for all our fees and expenses
incurred up to the date of such termination.
We will not be liable to you for any losses arising out of our statutory reporting obligations under the Act. The limitation
of our liability to you under this paragraph will only apply if we have acted (in terms of such reporting obligations)
strictly in accordance with the requirements of the Act and any anti-money laundering guidance published from time to
time by the Law Society.
Our Firm has a zero tolerance policy for the facilitation of tax evasion.
Equality and Diversity
We are committed to encouraging and promoting equality and diversity in all of our dealings with clients, third parties
and employees. Please contact us if you would like a copy of our equality and diversity policy.
Professional Indemnity Insurance
The details of our Professional Indemnity Insurance and the territorial coverage of the policy are available in each of our
offices and are available upon request.
General
Any dispute or legal issue arising from our Terms of Business will be determined by the law of England and Wales, and
subject to the exclusive jurisdiction of the English and Welsh courts, notwithstanding that you may be based, or our
services may be provided to you, elsewhere.
Conclusion
We aim to offer all our clients an efficient and effective service and we are confident that we will do so in this case.
If you have any queries arising out of this letter, or in relation to your claim please do not hesitate to contact us. We
remind you of your right to seek independent legal advice from another firm, but in order that this matter is progressed
by ourselves, please return this letter duly signed and dated retaining a copy for yourself.
Yours sincerely,
For and on behalf of BERRYS SOLICITORS

I hereby (1) agree and acknowledge the terms and conditions;
(2) consent to process my data.
Signed:_______________________________________
Dated:__________________________
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Name:
Re:

Compliance with the Cancellation of Contracts made in a Consumer’s Home or Place of Work
etc. Regulations 2008

I hereby authorise my Solicitors BERRYS SOLICITORS to start work within the cooling off
period of the above regulations.

Signed:
Dated:

Member of Lawyers for your Business
Member of Remember A Charity

To:

Berrys Solicitors
247 Church Street
Blackpool
FY1 3PE

I/We [*] hereby give notice that I/We [*] cancel my/our instruction/s detailed in the retainer dated
Name of client: ____________________________
Address of client: __________________________
Signature of client: _________________________
Date: __________
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