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Dear 
Our Standard Terms of Business Letter

Sale of 

Purchase of 
This letter, which is supplemental to my covering letter setting out details of costs, explains the basis on which we will carry out all the work necessary in your proposed transaction.

I understand that you wish to purchase and sell the above properties.
Steps to be taken

Sale
In order to undertake the sale of your property I will need the Energy Performance Certificate and completed protocol forms from you so that I can draft the contract for the proposed purchaser’s solicitors for approval. The solicitors may wish to raise enquiries on the property and I will ask you to assist in giving replies once I receive these. Once the purchaser’s solicitors have completed all of the searches, received replies to enquiries and mortgage instructions that matter should be able to proceed to exchange of contracts.

Purchase

Upon receipt of the draft contract from the seller’s solicitors and the requested monies on account from you I will submit the necessary searches.  I will raise additional enquiries on the property and ensure that we have sight of all title documents.  I will report the progress to you upon receipt of the information as the transaction proceeds.  If you are to obtain a mortgage on the property I will also receive a copy of the offer from the lender and will report to the lender in respect of the property.  Once I have all information I will ask you to attend the office to sign the contract and other necessary documents in order that we can proceed to exchange of contracts.
The majority of issues involved and the logical steps to be undertaken during the transaction are set out in the Conveyancing Guide which has also been supplied to you.  If you do not fully understand any of the steps involved or terms referred to please do not hesitate to contact me.  
Please be aware that this transaction will be proceeding ‘Subject to Contract’ and consequently you are free to withdraw at any stage before Exchange of Contracts, although please be aware that there will be cost implications as referred to later in this letter.

People responsible for your work

I am a Fellow of the Institute of Legal Executives in the firm of Jameson & Hill and shall carry out most of the work in your matter personally. I work with Hilary Courtneidge who is a Conveyancing Solicitor and during the course of the transaction, some of your work may be dealt with by Hilary.  In addition, if I am not available when you telephone or call at the office, my Assistant, Sue Chappell or Hilary Courtneidge may be able to assist. The Partner responsible for supervising my work is Robert Jameson.

Bills

We will send you a bill for our charges and expenses after exchange of contracts.  Payment is due on or before completion.  If there are sufficient funds available on completion and we have sent you a bill, we will usually deduct our charges from the funds.

I will inform you if any unforeseen extra work becomes necessary – for example, due to unexpected complexities or difficulties or if your requirements or circumstances change significantly during the course of the transaction.  I will also inform you in writing of the estimated cost of the extra work before incurring extra costs.

We charge an administration fee of £30.00 plus VAT for dealing with payments made by Bank Transfer.  This fee covers work undertaken by our accounts staff in arranging telegraphic transfers and forms part of our costs.
If you have any query about the bill, you should contact me straight away.
We reserve the right to refuse to do further work whilst there are unpaid bills.
Storage of papers and deeds

After completing the transaction, we are entitled to keep all your papers and documents while money is owing to us.  We will keep our file of papers (except for any of your papers which you asked to be returned to you) for no more than 6 years after sending you our final bill.  We will not destroy documents you ask us to deposit in safe custody.

Responsibilities of this firm

It is this firm’s responsibility to act with integrity and independence in your best interests. It is our duty to provide you with a good standard of service in order to achieve your objective.  

As a firm of solicitors we are required to uphold the rule of law and proper administration of justice.  This extends to the relations with you our client but also to any third person who we may deal with on your behalf.  I will at all times deal with your matter in a manner that does not diminish the trust that you or the public have placed in me.

I will keep you up-dated in respect of the progress of your transaction and liaise and advise you accordingly.  Please note however that I cannot be held responsible in the event that the other party’s solicitors delay in submitting a draft contract or generally delay in dealing with enquiries or other issues which may arise.
We are bound by the Solicitors Code of Conduct 2007 which can be viewed online at www.sra.org.uk/code-of-conduct.page or if you do not have access to the web, I can send you a copy in the post.

Your responsibilities

It will be necessary for you to complete forms and provide information and documents when requested.  It would assist me if you would attend to such matters promptly in order that your transaction can be progressed. 

There may be times when it will be necessary to obtain information and documents from a third party, for which the costs have not been detailed. I will inform you of any additional costs that may be incurred when the situation arises.  You will be responsible for the payment of the fees incurred.

Termination

You may terminate your instructions to us in writing at any time.  For example, you may decide you cannot give us clear or proper instructions on how to proceed, or you may lose confidence in our work.

We are entitled to keep all your papers and documents while money is owing to us.

We expect to receive instructions from your lenders to act on their behalf.  If so, we will have to pass them information you give us that might be relevant to their decision whether to finance the purchase.  If you tell us things that you do not want the lenders to know and they are relevant to the lenders, we may have to stop acting for the lenders and possibly also for you.

We will decide to stop acting for you only with good reason and on giving you reasonable notice.

If you or us decide that we will stop acting for you, you will be liable to pay our charges based on an hourly rate of £150.00.

Abortive Transactions

If a sale or purchase transaction does not proceed for any reason we will charge a fee for the work carried out on that particular matter.

The fee will be based on the amount of letters sent and received, telephone calls made and received and time spent checking documents.

The costs on an abortive transaction will not amount to the full fee quoted.  The fee we have quoted at the outset will then apply to any new transaction, if it is similar in nature and at a fairly similar price.

Stamp Duty Land Tax

We expect you to sign the Stamp Duty Land Tax forms as and when required by us and in the event that you fail to sign the forms, we will be able to terminate our instructions.  We also expect you to provide us with all the information required by the forms which includes National Insurance numbers.  We will complete the form for you but any queries raised by H M Revenue & Customs from the form will be a separate matter.

Raising queries or concerns with us

We are confident that we will give you a high quality of service in all respects.  However, if you have any queries or concerns about our work for you, please take them up with me first.  If that does not resolve the problem to your satisfaction or you would prefer not to speak to me, then please take it up with this firm’s Client Care Partner who is Stephen Battersby.  You will be informed in writing as to how the complaint will be handled which will detail the time scale within which you will be given an initial/substantive response.
All firms of Solicitors are obliged to attempt to resolve problems that clients may have with the service provided.  It is therefore important that you immediately raise your concerns with us.  We value you and would not wish to think you have any reason to be unhappy with us.

Conclusion

I hope by sending this to you I have addressed your immediate queries about the day to day handling of your work and our terms of business.  However, if you have any queries, please do not hesitate to contact me.




This is an important document, which I would urge you to keep in a safe place for future reference.

Yours sincerely
Anne Bertram  F.Inst.L.Ex.

JAMESON & HILL







