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TERMS OF BUSINESS 

Client

: Longar Industries Limited

Matter
             : Transfer and Lease back of Unit 25

Date

: 28th February 2013

We write to confirm the basis of your instructions and the scope of the work that that we will be undertaking on your behalf.

Responsibility for work

Mr Nigel Leonard who is a solicitors specialising in property acquisitions shall carry out most of the work in this matter personally. You can also contact Susan Callaghan the secretary of Mr Nigel Leonard, who will be familiar with the file.  If she is unable to help you, she will be able to take a message for you. Mr Leonard is the partner ultimately responsible for this matter.

We endeavour to avoid changing the people who handle your work but if this cannot be avoided, we will inform you promptly who will be handling the matter and why the change was necessary
We are confident that you will find the service given by this firm to be of a high quality in all respects.  However, should there be any aspect of our service with which you are unhappy, and which you are unable to resolve with Mr Leonard you may raise the matter with Mr Christopher Thomas who is the partner with responsibility for overseeing our client relations.  

As a firm we wish to resolve promptly any problems that a client may have with the service provided. It is therefore important that if you have any concerns during this matter you raise them with Mr Leonard as soon as possible.

Money Laundering Regulations

Due to the implementation of the Money Laundering Regulations we are now required to verify the identity and address of each client and reserve the right to obtain verification of your identity from third party providers. Unless you are already registered as a client of this firm please make a mutually convenient appointment with Susan Callaghan and bring with you evidence verifying your identity and address, such as valid passport or driving licence, up to date bank statement or utility bill, which will be copied at the time.  It is necessary to produce separate evidence of your identity and of your address.  Please note that this firm is unable to act for you until we have been able to verify your identity and address.

We are sorry for any inconvenience this may cause but as you will appreciate we along with all other firms of solicitors must comply with the Regulations.  If you are unable to attend one of our offices to produce the correct identity documentation then please telephone to discuss what alterative arrangements can be made.  We are pleased to confirm that once you have completed the process of identification with us you will be registered as a client of this firm for all future matters and will not have to register again. 

Outline of work

· To transferring the freehold title into PCM Pension Scheme

· We will prepare the necessary Transfer documentation for completion by all the appropriate parties

· We will apply to register the Transfer at the Land Registry

· We will advise you of the completion of the application to register this transaction at the Land Registry.
· To drafting on your instructions a Lase back of the property to the Company from the PCM Pension Scheme
· To registering the Lease at the Land Registry.

· To reporting to you on completion.
Fees
The estimated fees my firm will charge for the work will be as follows Fees in connection with:-

Completion of Transfer of freehold interest into PCM Pension Scheme          £ 450.00

VAT @ 20%








£   70.00

Grant of the new Lease  






£ 850.00

VAT @ 20% 








£ 180.00 

Although we expect the estimated fees set out above to be the fees charged on completion, if we are required to undertake additional or further work than that which would normally be undertaken, then we reserve the right to revise the fees, in which case you will be notified in writing of the additional work to be undertaken and given a revised estimate.

Please note this is an estimate only and should be treated as a guide to our likely fees and expenses on this matter. Nevertheless the above estimate is given in good faith and will, we expect, represent the charges rendered at the conclusion of the matter.

If you would like to monitor fees as the matter progresses, we can supply you with details of the accrued fees and disbursements from time to time on request.

Please note that you will be responsible for paying the Lenders fees.  If we are instructed by a Lender on your behalf our fee for acting for them will be charged at the rate recommended by the Lenders.

You will also incur the following payments: -





£

· Land Registry fee

  
      
  50.00

· Stamp duty on Transfer

    
        14,250.00

· Stamp duty land tax on Lease (if any)

       

tba



· Land Registry Official Copy Entries 

          

 10.03

· Land Registry Search fee

           
 
   6.40


· Company search (approx)

           

  40.00


· Bank Transfer fee (inclusive of VAT)

           

  36.00 

· Photocopying fee (inclusive of VAT)

    
      
           

  12.00

· Inland Revenue Stamp Duty Land Tax Form (inclusive of VAT) re Lease         
108.00

· Inland Revenue Stamp Duty Land Tax Form (inclusive of VAT) re: Transfer       
108.00

If any other person is responsible for paying or reimbursing your fees and expenses in respect of this matter, you should ensure that they are aware of our terms of business and the arrangements we have agreed in this letter.

Should this matter fail to proceed to completion or a conclusion then this firms fees will be an amount as is reasonable having regard to the amount of work done by that stage in the matter, together with VAT and any disbursements incurred.

Payment of our costs is expected within 14 days of delivery of the bill.  If for any reason you cannot pay the bill within that time then please speak to Mr Leonard to discuss the situation.  We are always willing to discuss payment of our costs if circumstances dictate and prefer to discuss the position with our clients to try and reach agree on alternative arrangements if these are necessary.

You may pay costs on account, your bill or disbursements by debit or credit card.  If you would like to pay any disbursements by debit or credit card then there will be an administration charge of 2.5%.  You can of course utilise you’re your debit or credit card in person or on the phone.  The minimum payment is £5.00.

Mr Leonard’s charges are calculated mainly by reference to the time actually spent working on your matter and his current charge-out rate is £250.00 per hour.   The charge-out rate is subject to review and, if the rate is reviewed before conclusion of the matter, then we will notify you of the new rate, which will apply to the work from the date of review.

Tax advice

This firm has not been requested to give any tax advice in relation to this matter or generally and will not give tax advice advise unless specifically mentioned in the scope of work referred to above.  It is assumed unless you otherwise instruct us that you are aware of the tax implication of the matter and that you have taken advice from your accountants or other advisors as to the tax implications of this matter.

Financial Services

We are not authorised by the financial Services Authority.  However are included on the register maintained by the Financial Service Authority so that we can carry out insurance mediation activity, which is broadly the advising on selling or administration of insurance contracts.  This part of our business, including arrangements for complaints or redress if something goes wrong, is regulated by The Law Society.  The register can be accessed via the Financial Services Authority website at www.fsa.gov.uk/register.

Storage of papers and documents

After completing the matter, 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 ask to be returned to you) for no more than 5 years and on the understanding that we have your authority to destroy the file 5 years after sending you our final bill. We will not destroy documents you ask us to deposit in safe custody.  If you require us to hold documents in safe custody we make a standard charge of £25.00 plus vat.   We do not normally make a charge for retrieving stored documents in response to continuing or new instructions to act for you. However, we reserve the right to make a charge based on the time we spend on reading papers, writing letters or other work necessary to comply with the instructions.
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 will decide to stop acting for you only with good reason and on giving you reasonable notice. If you or we decide that we will stop acting for you, you will pay our charges on an hourly basis and expenses as set out earlier.
Complaints

Whilst I hope your transaction will proceed smoothly and to your satisfaction in the event of a problem you are entitled to make a complaint.

In the first instance please raise the matter with me directly.  However if you do not wish to or the matter is not resolved by me to your satisfaction you should make a complaint in writing to Mr Christopher Thomas of our Croydon Office.

This firm has a complaints procedure a copy of which is available on request.

If at the conclusion of the complaints process you are not satisfied with the outcome you may (providing you do so within 28 days)complaint to the Legal Ombudsman. 

Your entitlement to complain includes a complaint about any bill of costs.  In addition to the complaints procedure you may have a right to seek amendment of the bill by applying to the Court under Part III of the Solicitors Act 1974.  
Agreement

Your instructions are that the work to be undertaken by us will be undertaken on behalf of your Company Longar Industries Limited and the bill will be rendered in the name of your Company. In these circumstances a personal commitment from the Directors of the Company is required so that in the event that the Company fails to pay our costs the Directors will be personally responsible for all fees, disbursements and other expenses incurred by us in this matter.  By signing this letter you confirm your instruction to us to act for and on behalf of your Company and your acceptance of your personal responsibility for all fees, disbursements and other expenses incurred by this firm on behalf of your company in connection with our retainer.

We hope that by sending this letter to you we 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 Mr Leonard. 

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

Yours faithfully 

ALLEN BARFIELDS

I have read the above letter and any attachments and agree that its contents accurately reflect our instructions to you.

.............................






.................... 2013

For and on behalf of Longar Industries Limited

Allen Barfields
Complaints Handling Policy

1. Any complaint must be made in writing, and upon receipt we will send you a letter acknowledging receipt of your complaint within 5 days of receipt enclosing a copy of this policy if you do not already have it.

2.  Our client care Partner (as identified in our terms of business/client care letter) will consider your complaint, review the file and speak to the Fee Earner who acted for you.

3. It may be necessary to ask you questions or ask you for documents to help us understand your complaint.  We may need to approach third parties involved in your transaction for information.  We will do so promptly and advise you when we hope to be in a position to answer your complaint.

4. Unless delayed as per paragraph 3 above we will send you a detailed written reply to your complaint including our suggestions for resolving the matter within 21 days of sending you the acknowledgment letter.

5. At this stage if you are still not satisfied you should contact us again in writing within 14 days and we will arrange for another Partner to review the decision.

6. We will write to you within 14 days of receiving your request for review confirming our final position on your complaint and explaining our reasons.

7. If you are still not satisfied you can then contact the Legal Ombudsman whose address is PO Box 15870, Birmingham B30 9EB and whose telephone number is 0300 555 0333 and website is www.legalombudsman.org.uk.
