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These terms of business apply to all work done by Setfords Law Ltd (“Setfords Solicitors” “we” “us” “our” “the practice”) for the client to whom the accompanying engagement letter is addressed (“you” “your” “the client”). These are the terms referred to in that letter. You will be considered to have accepted these terms and the engagement letter if we advise you or if we do work for you after you have received them.
1. [bookmark: _Toc210202089]Our Aim
We aim to offer our clients quality legal advice with a personal service at a fair cost. As a start, we hope it is helpful to you to set out in this statement the basis on which we will provide our professional services.
2. [bookmark: _Toc210202090]Our Commitment

We will:
· Represent your interests and keep your business confidential.
· Explain to you the legal work which may be required and, where relevant, the prospects of a successful outcome. Make sure that you understand the likely degree of financial risk which you will be taking on.
· Advise you if legal aid might be available to you.
· Keep you regularly informed of progress or, if there is none, when you are next likely to hear from us.
· Try to avoid using technical legal language when writing to you.
Deal with your queries promptly, for example, wherever possible we will always try to return your telephone calls and emails within one working day.

3. [bookmark: _Toc210202091]Our Hours of Business

The normal hours of opening at our offices are between 9.00am and 5.30pm Monday to Thursday and 9.00 am to 5.00pm on a Friday. Messages can be left on the answer phone outside those hours and appointments can be arranged at other times when this is essential (subject to a fee).

4. [bookmark: _Toc210202092]Our Relationship with You

If we are advising more than one person (whether individuals, companies or other entities), we will, unless otherwise agreed in writing, act for those persons jointly and severally.

If you are instructing us jointly, it is your responsibility to tell us straightaway if you require more than one person to give us instructions in relation to your matter. Otherwise, wherever appropriate we will accept instructions from any one  person.

If you are a company or other commercial entity, it is your responsibility to tell us at the outset if you require more than one director (or equivalent) or a specified number of directors (or equivalent) to give us instructions. Please also note that we will only pay proceeds into a bank account in the name of the legal entity client.

Our advice is provided solely to you, as our client and for the purposes of this engagement. Without our prior written consent, our advice may not be used for any purpose other than the one for which it was given. You may not refer to our advice in any public document or communication without our written consent. Our duty of care is only to you and to no other parties. No third parties shall have the right to rely on or enforce any term of our agreement with you under the Contract (Rights of Third Parties) Act 1999 or otherwise.

5. [bookmark: _Toc210202093]Scope of our Advice

The scope of our advice is set out in the Engagement Letter. It is important to note that we do not give advice on taxation or accountancy matters, unless it specifically relates to the lawyer's areas of expertise and is set out in the Engagement Letter. You must consider and take independent advice upon any taxation implications resulting from your instructions to us and in doing so you must consult an accountant or taxation advisor. We can only advise on the law in England and Wales and not in any other jurisdiction and, if you require advice on the law of any other jurisdiction then we may, with your permission, either seek advice

from, or refer you to, a suitably qualified legal adviser in the relevant jurisdiction (Setfords accepts no liability in respect of advice provided by a third party). If you are purchasing leasehold property, please see the limits on the scope of our advice relating to the Building Safety Act 2022, which are set out in the Engagement Letter.

6. [bookmark: _Toc210202094]Keeping you Informed

During the transaction we may send you copy documents by post, e-mail or via a client portal. Please always read everything we send you carefully, keeping a central file for your own records and please raise any questions or problems you may have in writing in order that both parties have a file system that is contemporaneous. It is always useful to keep our letters so that you can refer to them in the future. Please note that where paper copy documents are sent to you by e-mail or uploaded to the client portal we may not send hard copies unless you specifically instruct us to do so.

7. [bookmark: _Toc210202095]Our Charges

The basis for our charges will be set out in your Engagement Letter and any accompanying Estimate of Costs. We may agree to charge you on a fixed-fee basis or on a time basis.

Fixed fee services:

If we charge on a fixed fee basis, this is based on the assumption that the work will be completed without any complications arising. If any unforeseen additional work is required, or if you change your instructions to us, we will either provide a revised fixed fee or agree that any additional work will be charged at the hourly rate of the person(s) dealing with your matter and that such hourly rate would be communicated and agreed with you at the time. In either case, we will not carry out any further work until any changes to our original estimate have been agreed in writing.

Hourly rate services:

If we charge on an hourly rate basis, hourly rates vary according to the experience of the person handling your matter. The hourly rates that apply to your matter are set out in your client care letter. If the fee earner dealing with your matter uses additional support of a Trainee Solicitor or Paralegal then their time will be charged out at the current rate set out in the Letter of Engagement. This rate is exclusive of VAT and is intended as a guide.

We review our hourly rates from time to time, we will notify you in writing of any increase. If you do not accept the new rates after review, we reserve the right not to continue acting for you.

You will be charged for time spent on your matter which will include: any meetings with you (and any third parties); considering, preparing and working on papers; correspondence; making and receiving telephone calls; research; internal consultations; and travelling. Time is recorded and charged in six-minute units at the applicable hourly rate. Therefore, this is the minimum amount of time we will charge for any piece of work undertaken on your matter.

We add VAT to our fees applicable at the time that the work is completed.

We reserve the right to charge separately for photocopying, printing, telephone calls, faxes, electronic funds transfers, catering and other support services, and travel, courier and other incidental expenses. Where applicable, we will charge VAT on our charges and expenses.

Where we give you an estimate of costs, it is a guide to assist you in budgeting for your legal costs and is not fixed. We will do our best to keep you updated with the best costs information that we are able to provide at any one time. If you would like to agree a ceiling figure, above which we will not incur any further costs without your consent, please let us know as soon as possible.

Disbursements

All disbursements (expenses) which we incur in working on your matter will be payable by you in addition to our charges. Examples of these expenses include but are not limited to Land Registry and Companies House fees; search fees; Stamp Duty Land Tax (and similar taxes); fees charged by experts, agents, couriers and barristers; court fees; travel expenses and subsistence; international telephone calls; use of on-line databases; and telegraphic transfer fees. VAT is payable on certain expenses, which you will need to pay in addition. In some cases there may be a number of expenses which have to be paid to third parties as part of your transaction. For example, in property transactions, some lenders raise an additional

administration charge (which can be in the region of £25 to £35 + VAT). You will be notified of these additional charges which will be payable by you as a disbursement.

Conveyancing Matters:
Specifically for conveyancing matters, this can involve funds and payments in respect of lenders, management companies, landlords and other third parties which we will need to handle on your behalf. 

We will always aim to provide accurate information in respect of these funds and payments, however, we will not be responsible for any error or omission, or later clarification from a third party. It will also be your responsibility to ensure that any figures are accurate. 

All completion funds (which may include the balance of the purchase price, our fees and disbursements, and any fees payable to third parties) will need to be paid to us in advance of completion. We reserve the right to cease further work if cleared funds are not received in advance of completion. 

List of Additional Standard Charges:

Our current main additional standard charges are as follows:

	Item
	Fees from 1st October 2025

	CHAPS & Same Day BACS
	£55 + VAT

	Next Day Payment
	£22 + VAT

	BACS
	£11 + VAT

	AML/VOI
	£25 + VAT

	Company AML
	£40 + VAT

	Receipt of Funds over £5,000 (save for payment exclusively of fees)
	£5 + VAT



The above is not necessarily an exhaustive list. These charges are regularly reviewed – we will give you advance notice if any of the above fees will change during the life of your matter.

8. [bookmark: _Toc210202096]Paying our bills

The frequency of billing will depend on the nature of a matter. The frequency of billing for your matter is set out in your Letter of Engagement. Unless otherwise agreed, we will issue invoices regularly and may issue interim invoices during the course of our engagement.

In some cases, particularly when litigation is involved or when we may need to incur substantial expense on your behalf we may require you to provide a payment on account (payment in advance of us carrying the work out). Where we ask you for payment on account, we are not obliged to carry out any work on your matter until that payment has been made. A payment on account is not an estimate or fixing of charges, and our total charges may exceed the payment on account.

You must tell us straightaway if you have any form of legal expenses insurance that you think might pay for our bills.

If a third party agrees to pay our bills, you will remain responsible to us for payment until those bills have been paid in full.

Unless agreed otherwise in our Letter of Engagement or as varied in writing between us during the course of your matter, our bills are payable within 7 days of delivery. If we do not receive payment during this time, then we reserve the right:
· to charge you interest on the outstanding amount at a rate which is 2% above the base rate from time to time of HSBC Bank UK PLC. Interest will accrue from the due date of payment of the bill to the date that payment is received and will be payable on demand.
· retain any papers and documents belonging to you while payment for our bills or expenses are outstanding.
· Cease working on your matter until such time as payment is received in full

All bills, whenever they are submitted, will be for final bills for the period to which they relate but this does not prevent us from invoicing you for expenses for that period on a subsequent bill.

We do not accept card payments of more than £2500 in any one transaction for money on account. If you circumvent this policy by depositing cash direct with our bank we reserve the right to charge for any additional checks we deem necessary regarding the source of the funds.

If we are providing services to more than one person whether individuals, companies or entities and we are asked to deliver bills only to one person, those bills will remain payable in full by all persons that we provide services to under this contract.

Where we hold money on your behalf, because we have received funds on your behalf or you have made payment on account, we may use this money towards payment of our bills. We will advise you if we do this.

You can make a complaint about a bill using the firm’s complaints procedure which is available upon request. You may also have the right to complain to the Legal Ombudsman (see clause 14) or to apply to the court for an assessment of the bill under part III of the Solicitors Act 1974.

Where we are acting for a corporate client, we may, as a condition to our providing legal services to you, require one or all of the directors or shareholders to guarantee the payment of any sums due to us by the corporate client by executing a personal guarantee. We may request this prior to commencing legal services or at any time during our engagement. If we receive notice of termination of any personal guarantee, we may suspend our engagement until we are satisfied that any sums due to us will be paid and we may terminate our engagement by notice in writing.

9. [bookmark: 9.Evidence_of_identity_and_Source_of_Fun][bookmark: _Toc210202097]Evidence of identity and Source of Funds
[bookmark: _Toc210202098]Proof of Identity

We must, as a matter of law and good practice, verify your identity, the identity of any beneficiaries or beneficial owners, and sometimes of other people associated with your matter.

It will help us to progress your matter quickly if you would please produce as soon as possible:
· Your passport or photographic drivers license; and
· A recent utility bill or mortgage statement relating to your home and showing both your name and address.

We will send you a link to our Electronic Verification Service in which you will be required to upload a copy of your Identification documents as well as participate in face recognition verification. Details of how to complete this will be set out in the link which we will send to you separately. If you are unable to undertake the face recognition verification then please advise your lawyer immediately so that they can let you know whether an alternative method of verification can be arranged, which may include arranging for you to visit one of our offices with your original documents so that we can take copies and verify you in person.

If you do not hold the required identification documentation then please advise your lawyer immediately so that they can consider what (if any) alternative documentation may be required in order to obtain acceptable proof of identity.

We cannot act for you or proceed with your matter without receiving acceptable proof of your identity. Verifying your identity (ID)
We use an online electronic identity verification system to check the information that you give us against various different data sources. The service provider has access to information from various agencies and organisations. A record of this process will be kept that may be used to help other companies to verify your identity. A footprint will be logged on your credit file. This is harmless information and will not affect your ability to obtain credit. By providing your continued instructions you are consenting to us carrying out this online ID check. Please note that we charge a fee of £25 plus VAT per person for arranging this search but we will not charge you for the cost of the search itself. It is our firm’s policy that an electronic verification search is undertaken against all individual clients and those associated with a legal entity client the entity would also require a separate check at a charge of £40 plus VAT. As well as providing an extra layer of security for our clients it also fulfils our obligation under the Anti-Money Laundering Regulations. Please do note that in the context of longer-running matters (i.e. matters which run for longer than 12 months), or repeat instructions, depending on the specific circumstances of your matter(s) you may be asked to renew your AML ID check/s (in which case further charges may be applied).


	
Source of Funds

The Money Laundering Regulations require us to examine the source of funds received from you or any third party in connection with a transaction and we reserve the right to reject payments which are not from you personally and/or where the source of the funds have not been verified to our satisfaction.

If you are contributing funds as part of your matter for example when buying a property, you will need to provide evidence of where the funds have originated from. We must therefore ask you to answer the questions and provide the documentation requested in the Client Information Form that accompanies these Terms and Conditions. Please provide as much information as possible as if we have to make further enquiries it may delay your transaction. If you are using funds from a third party we will need to look at the third party's bank statements and/or accounts and carry out identity checks. In the event that this is required we reserve the right to charge an additional fee based on the additional time such checks take at the relevant lawyer's hourly rate.

Confidentiality

We are under a professional and legal obligation to keep details of your case confidential. This obligation, however, is subject to a statutory exception, which may require a solicitor who knows or suspects that a transaction on behalf of a client may involve money laundering or terrorist financing to make a disclosure to the National Crime Agency.

If we are required to make a disclosure in relation to your matter, we may not be able to inform you that a disclosure has been made. We may also have to cease acting in your matter for a period of time and may not be able to tell you the reasons for it.

We will not accept any liability for any loss caused to you or any other party as a result of our refusal to proceed with a matter or transaction or otherwise complying with our legal obligations.

If you supply false or inaccurate information and we suspect criminal activity and/or money laundering we will record this and share it with other organisations.

10. [bookmark: _Toc210202099]Cash/Third Party Payments

Except by prior arrangement with a director:
· We are unable to accept cash the cumulative total of which exceeds £500 in any one transaction
Payments from third parties will be subject to ID and source of funds checks, and may not always be accepted.
· We are unable to make payments to third parties that are not associated with your transaction.

11. [bookmark: _Toc210202100]Confidentiality

Information received in relation to your business will be treated as confidential. By your acceptance of our terms you agree that we may disclose to other persons involved in your matter such information as we consider needs to be provided or discussed for purposes essential to the effective conduct of your matter. Subject to this we shall not disclose information to any other party without your consent unless required by law to do so.

Disclosure of information for property transactions

If you are buying property and we are also acting for your proposed lender, we have a duty to reveal to that lender all relevant facts about the purchase and mortgage. This includes:
· Any differences between your mortgage application and information we receive during the transaction
· Any cash back payments or discount schemes that a seller is giving you.

You must disclose all information which may affect your liability for stamp duty land tax or other stamp duty tax as we can then ensure you pay the correct duty. If you fail to disclose all information (and if in doubt, please disclose it as it can be discounted if it is not relevant) you must accept full liability for any penalties or action or other proceedings that any authority may take against you for failing to disclose information which resulted in a duty or greater liability to pay such duty.

Whilst we are professionally and legally obliged to keep your affairs confidential, we are also required to report to the National Crime Agency (NCA) any knowledge or suspicion that a person is engaged in money laundering where the information was acquired during the course of our business. We may be required to make such a report without your knowledge or consent notwithstanding client confidentiality. In some instances we may have to suspend work without explaining why. Please note that providing we act in good faith and in accordance with the law, we will not be liable for any loss to you arising from the making of such a report or should it become necessary from the termination of your retainer with us.

As part of our commitment to providing our clients with a quality assured service, some of our files are randomly selected and independently audited by external auditors. Residential conveyancing files may also be audited by or on behalf of the Law Society to check compliance with the Conveyancing Quality Scheme. Some lending institutions may also reserve the right to audit files on which we act also for them. By accepting these terms and conditions, you agree to your file being audited for this purpose.

12. [bookmark: _Toc210202101][bookmark: _Hlk178934901]Security of communications

Where you provide us with fax or computer network addresses for sending material to, we will assume, unless you tell us otherwise, that your arrangements are sufficiently secure and confidential to protect your interests.

The Internet is not secure and there are risks if you send sensitive information in this manner or you ask us to do so. Data we send by email is not routinely encrypted, so please tell us if you do not want us to use email as a form of communication with you or if you require data to be encrypted.

We will take reasonable steps to protect the integrity of our computer systems by screening for viruses on email sent and received. We expect you to do the same for your computer systems. Neither you nor we shall have any liability to each other in respect of any claim or loss arising in connection with such a virus or defect in an electronic communication other than where such claim or loss arises from bad faith or wilful default.

It is very unlikely that we will change our bank account details during the course of your matter. In any event, we will never contact you by email to tell you that our details have changed. If you receive any communications purporting to be from this firm, that you deem suspicious or have any concerns about (however slight), please contact our office straightaway.

Our e-mail system provides a high level of protection against fraudulent interception but we can give no guarantee regarding the confidentiality, security or otherwise of email or fax communications which we may use to speed the handling of your transaction. We recommend that you only use e-mail facilities that also have a high level of protection to communicate with us, and that you do not use e-mail to transmit sensitive information such as bank details. We will not accept responsibility if e-mails are fraudulently intercepted.

PLEASE DO NOT TRANSFER ANY MONEY TO OUR CLIENT ACCOUNT WITHOUT FIRST CALLING YOUR LAWYER (OUR SWITCHBOARD IS 0330 058 4012) TO CONFIRM OUR ACCOUNT DETAILS. PLEASE BE ALIVE TO THE RISKS OF FRAUD – IF IN ANY DOUBT, CONTACT YOUR LAWYER.

13. [bookmark: 13._Your_Money][bookmark: _Toc210202102]Your Money

[bookmark: Interest_Policy]Interest Policy

[bookmark: Where_we_hold_money_in_a_client_account_]Where we hold money in a client account for you, the SRA Accounts Rules require us to account to you for interest where it is fair and reasonable to do so in all the circumstances.

[bookmark: Our_interest_policy_shall_be_kept_under_]Our interest policy shall be kept under review and may change if the Bank of England base rate increases or decreases. Details of the current interest rate payable on money in our client account can be obtained from the head office of Setfords. However, the rate of interest available on client account is lower than rates of interest which can be obtained on other bank or building society accounts because client money must be held in an instant access account to facilitate transactions.

[bookmark: Where_we_hold_money_in_a_separate_design]Where we hold money in a separate designated deposit account (for example where large sums of money are held in respect of probate matters) we will account to you for all the interest earned on that account. Under the European Savings Directive regulations 2003/48/EC we are required to inform HMRC of payments of interest to relevant payees and residual entities in prescribed territories.

[bookmark: Where_money_is_held_in_a_general_client_]Where money is held in a general client account (for example, where money is held routinely during the course of a property transaction), we can calculate whether we have held sufficient money for long enough to justify paying you interest on it. In calculating an appropriate rate/amount of interest we will have regard to the factors set out in the SRA Accounts Rules, which can be accessed at https://www.sra.org.uk/solicitors/standards-regulations/accounts-rules/. However, interest will not be paid if the total amount calculated for the period that the money is held is less than £50. It is unusual for us to hold sufficient money on a client matter for long enough for interest to exceed £50. If you think that we may have done so in your case, please ask us for an interest calculation. Interest on money held on our general client account is paid gross, without deduction of income tax. It is your responsibility to declare such interest to HMRC or other relevant authorities.

[bookmark: Banking]Banking

[bookmark: The_firm_currently_operates_its_client_a]The firm currently operates its client accounts through HSBC Bank UK PLC although we reserve the right to change our arrangements for holding client money as we consider appropriate without notice to you. Please note, however, that it is very unlikely that we will change our bank account details during the course of your matter. In any event, we will never contact you by email to tell you that our details have changed. If you receive any communications purporting to be from this firm, that you deem suspicious or have any concerns about (however slight), please contact our office straightaway.

[bookmark: It_is_unlikely_that_we_will_be_held_liab]It is unlikely that we will be held liable for losses resulting from a banking failure.

[bookmark: The_Financial_Services_Compensation_Sche]The Financial Services Compensation Scheme (FSCS) is the UK's statutory compensation scheme for customers of deposit providers (banks, building societies, etc.). The FSCS can pay compensation (up to
£85,000) to consumers if a deposit provider is unable, or likely to be unable, to pay claims against it. Some temporary high balances (up to £1,000,000) are also covered for up to six months; these relate to balances in transactions involving property, marriage, divorce, redundancy, unfair dismissal, personal injury, a legacy from an estate of a deceased person or money held on behalf of a deceased person for the purpose of administering their estate. Please ask for further details if you require them.

[bookmark: The_£85,000_FSCS_limit_applies_to_an_ind]The £85,000 FSCS limit applies to an individual client, so if you hold other personal monies in the same deposit-taking institution as our client account, the limit remains £85,000 in total. Some deposit-taking institutions have several brands, i.e. where the same institution is trading under different names, so you should check with your deposit provider, the FCA or a financial adviser for more information. Further information regarding the FSCS can be found at www.fscs.org.uk, telephone number 0800 678 1100 or 020 7741 4100.

[bookmark: If_a_banking_failure_occurs_in_relation_]If a banking failure occurs in relation to any deposit provider which holds money that we have deposited on your behalf, you agree that we may, where applicable, disclose to the FSCS all relevant details in our possession about you and the money that we hold on your behalf with such a deposit provider. However, if you do not wish us to make any such disclosure, please notify us by writing to our Data Protection Officer. Please note that by withholding consent to our disclosure of your details to the FSCS in such circumstances, you may forfeit any right you may have to receive compensation from the FSCS where a banking failure occurs in relation to a deposit provider holding money which we have deposited on your behalf.

[bookmark: PLEASE_DO_NOT_TRANSFER_ANY_MONEY_TO_OUR_]PLEASE DO NOT TRANSFER ANY MONEY TO OUR CLIENT ACCOUNT WITHOUT FIRST CALLING YOUR LAWYER (OUR SWITCHBOARD IS 0330 058 4012) TO CONFIRM OUR ACCOUNT DETAILS. PLEASE BE ALIVE TO THE RISKS OF FRAUD – IF IN ANY DOUBT, CONTACT YOUR LAWYER.


14. [bookmark: _Toc210202103]Complaints

It is our intention to provide an excellent service, and we do hope you will not have cause to complain about the service that you receive. In the unfortunate event that you do feel frustrated or dissatisfied with any aspect of our service, we would always suggest contacting the person who is working on your matter to set out your concerns and to see if you can resolve the issue directly. If you do wish to make a formal complaint, our full Complaints Policy and Procedure is available on request. It is also available on our website at www.setfords.co.uk/help/complaints or you can email the Complaints Department at complaints@setfords.co.uk. 

If, after having exhausted our internal complaints procedure, you remain dissatisfied with our handling of your matter, you can refer your complaint to the Legal Ombudsman at PO Box 6167 Slough, SL1 0EH, by telephone on 0300 555 0333 or by email at enquiries@legalombudsman.org.uk. Further information is also available on the Legal Ombudsman’s website at www.legalombudsman.org.uk. You should, of course, also check these details with the Legal Ombudsman to ensure they are current and correct. 

The Legal Ombudsman expects complaints to be made to them within one year of the date of the act or omission about which you are concerned, or within one year of you realising there was a concern. You must also refer your concerns to the Legal Ombudsman within six months of our final response to you. 

You should not in any way feel intimidated about making a complaint. Experience shows that most problems can be clarified or remedied in a timely way, especially when we are informed of the complaint as soon as it arises. If you have any queries on our complaints process, please either contact the lawyer dealing with your matter or the Complaints Department directly.

15. [bookmark: _Toc210202104]Professional Indemnity Insurance & Limitation on Liability

Our insurance details may change from time to time; the contact details of our current insurers and details of the territorial coverage of our insurance are available from our head office on request.

Setfords Solicitors is the trading name of Setfords Law Ltd. This practice is not a partnership, it is a limited company and has a legal personality of its own. This means that the directors of the company are:
(a) not, in general, liable in contract or tort by virtue of being a director of the practice, for the acts or defaults of fellow directors or of the practice's employees, and
(b) not personally liable for the debts and obligations of the practice, subject to certain statutory qualifications

Under no circumstance shall Setfords Law Ltd, its Directors or Employees be liable for any loss, damage, costs or expense arising in any way from or in connection with fraudulent acts or omissions, misrepresentation or wilful default on the part of our client(s), the person, company, institution or their legal representative acting on the other side of this transaction, or our clients' Directors, Employees or Agents. We shall accept liability to pay damages for losses arising as a direct result of breach of contract or negligence on our part but the liability of Setfords Law Ltd and its Directors and Staff shall be limited in accordance with the limitations of our Professional Indemnity Insurance Policy which currently stands at
£3,000,000 but which may vary from time to time. We will not be liable for any consequential, special, indirect or exemplary damages, costs or losses or any damages, cost or losses attributable to lost profits or lost opportunities. We also exclude all liability in respect of any persons or entities who are not our clients.

We can only limit our liability to the extent permitted by law. In particular, we cannot limit our liability for death or personal injury caused by negligence.

16. [bookmark: _Toc210202105]Professional Rules

Setfords Solicitors is authorised and regulated by the Solicitors Regulation Authority (the SRA) under SRA number 622970. We are governed by the SRA Standards and Regulations and the SRA Code of Conduct, which can be accessed at https://www.sra.org.uk/solicitors/standards-regulations/.

17. [bookmark: _Toc210202106]Company and VAT information

Setfords Solicitors is the trading name of Setfords Law Ltd, which is a limited company registered in England and Wales with number 09568377. Its registered office is at Setfords, 74 North Street, Guildford, Surrey, GU1 4AW. We have a number of office locations some of which are ‘virtual offices’ and not staffed on a daily basis by members of this practice; details are available on our website at http://www.setfords.co.uk/locations/. In addition a number of our lawyers work remotely from home but all administration is dealt with centrally from this office. Our VAT registration number is 221348538.

18. [bookmark: _Toc210202107]Referral Fees

You may have been recommended to us by an ‘introducer’ with whom we have a financial arrangement to pay a fee for your introduction as a client. If we know that to be the case when we take your instructions we will inform you of the sum which we will be liable to pay to the introducer. In that case this will be entered at the end of this note and/or in our engagement letter. The payment we make is treated as an overhead cost to this practice; we can assure you that your estimated fees are in no way increased to account for such payment, the referral arrangement will not operate in any way to your detriment as a client, and no part of the fee is payable by you.

We confirm that any advice we give will be independent and that you are free to raise questions on all aspects of the transaction. We also confirm that no confidential information will be disclosed to the Introducer without your consent. Your acceptance of our terms of business will however entitle us to assume that we have your consent to communicate information which appears to us to be essential to the proper progress of your transaction but we will at all times act in your best interests. You should feel free to raise with us any issue of concern which may arise during the transaction.

We have a duty to ensure that no conflict of interests will occur between ourselves and the Introducer. If that should happen we may be obliged to cease acting and will advise you accordingly in that event.

This is not a case to which a Referral Fee applies. 
[bookmark: _Toc210202108]19.Conflict of Interests

Solicitors must endeavour to avoid situations of conflict and ensure that a client’s interests are not
compromised.

We will advise you if we become aware that an issue of conflict (or a significant risk of conflict) exists. If you should be concerned about such an issue then please immediately refer your concern to one of our directors. We assure you that we will always act independently and in your best interests as our client.

If you are buying property and we are asked to act for you as a buyer and also for your lender, we will owe you both separate duties and in some circumstances those duties could conflict, in which case we may be unable to continue acting for either or both parties. Please see paragraph 11 above on Confidentiality for further information about this..

The Money Laundering Regulations can also give rise to matters of conflict and lead to us being unable to continue acting in some exceptional circumstances.

20. [bookmark: 20.Financial_Services][bookmark: _Toc210202109]Financial Services

We are 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 SRA. The register can be accessed via the Financial Conduct Authority website at www.fca.org.uk/register.

The Law Society is the designated professional body for the purposes of the Financial Services and Markets Act 2000, but responsibility for regulation has been delegated to the SRA (the independent regulatory body of the Law Society), and responsibility for handling complaints has been delegated to the Legal Ombudsman. If you are unhappy with any insurance advice you receive from us, you should raise your concerns with either of these bodies after having followed our complaints procedure as set out in paragraph 14.

The limited regulated activities that we carry out are issuing certain insurance policies, such as after the event legal expenses insurance, defective title insurance and other property indemnity insurance (such as breach of covenant, absence of easement, lack of planning permission, unknown rights and covenants policies).

Any insurance policy arranged by us on your behalf, shall, in our opinion, be adequate to meet your needs, but you are hereby informed that we do not recommend any policy over and above any other and that it is your responsibility to check that you are satisfied with the excess levels, exclusions, limitations and other policy terms. We do not conduct a fair analysis of the insurance market prior to arranging insurance policies. You can request details of the insurance undertakings with which we conduct business at any time.

You must provide us with details of any relevant existing insurance policies you may have at the outset. We will not be liable to you for any losses you sustain as a result of your failure to provide us with such details.
21. [bookmark: 21.Outsourcing_of_Work][bookmark: _Toc210202110]Outsourcing of Work

Sometimes we ask other companies, or people to do work on our files. We will always seek a confidentiality agreement with these outsourced providers and request that all outsourced providers comply with The SRA Standards and Regulations 2019 and Law Society guidance on Outsourcing to the extent that it applies to them.

22. [bookmark: _Toc210202111]Abortive Transactions and Additional Work

Sometimes, for a variety of reasons, a transaction falls through or is unable to proceed. 
In these cases, depending on the amount of work we have done, we will charge you a reasonable fee for the work we have carried out. This fee will usually be  in proportion to our total costs estimate that the amount of work done bears to the work likely to have been involved, had the transaction proceeded. 
For example, if it is deemed that 75% of the work has been completed, then the fee would be 75% of the total costs estimate.

Any disbursements and expenses incurred, together with VAT, will also be payable.

Sometimes our fee for work on an aborted transaction, as with additional work outside the scope of our original retainer, will be based on the amount of time spent on the file calculated by reference to units of six minutes at the relevant lawyer’s hourly rate. Short letters, e-mails and telephone calls will be charged at one-tenth (one six-minute unit) of the lawyer’s hourly rate whereas long letters, e-mails and telephone calls along with preparation time, perusal and drafting of documents, attendances and other work will be based on time actually spent rounded up or down to the nearest unit.

Where an abortive invoice is issued, this is payable within seven days unless agreed otherwise.

23. [bookmark: _Toc210202112]Disputing our charges

You are entitled to complain about your bill. If you wish to do so, please follow the complaints procedure set out in paragraph 14 of these terms and conditions. You may also have the right to object to the bill by making a complaint to the Legal Ombudsman and/or by applying to the court for an assessment of our charges under Part III of the Solicitors Act 1974.

If all or part of our bill remains unpaid we may be entitled to charge interest pursuant to the provisions in paragraph 8 above.

24. [bookmark: 24.Storage_and_Destruction_of_Documents][bookmark: _Toc210202113]Storage and Destruction of Documents

Following payment of our fees and expenses, the practice may remove and destroy any duplicated documents and drafts. All remaining documents (other than original documents which will be returned to you) will be retained in store or copied onto such media as the practice decides from time to time at its discretion, in which case the remaining documents will be destroyed. The remaining documents or media

will be stored for up to a period of between 6 to 10 years from the completion of the matter. By accepting these Terms and Conditions you agree that we may destroy remaining documentation.

The practice reserves the right to charge for retrieving and copying of documents or a file from storage at the then current fee charged by the practice.

25.1 [bookmark: _Toc210202114] Data Protection Privacy Notice

We use the information you provide primarily for the provision of legal services to you and for related purposes including:
·         updating and enhancing client records
·         analysis to help us manage our practice
·         statutory returns
[bookmark: _Hlk210025617]·         legal and regulatory compliance
·         appropriate and tailored marketing regarding similar services 
 
Our use of that information is subject to your instructions, data protection law and our duty of confidentiality.
 
Please note that our work for you may require us to pass on such information to third parties such as expert witnesses and other professional advisers, including sometimes advisers appointed by another party to your matter. We may also give such information to others who perform services for us, such as typing or photocopying. Our practice may be audited or checked by our accountants or our regulator, or by other organisations. Where we are required to transfer personal data outside the EEA we will always take every precaution to ensure that confidentiality in all personal data is properly protected and maintained at all times. Finally, we consider that we have a legitimate interest in using the information provided by you for the purposes of appropriate and tailored marketing where we consider that you may be interested in hearing about additional services we provide or may provide in future. If you do not wish to receive any such marketing, please contact marketingoptout@setfords.co.uk  with your name, address and client reference number and we will update our records.
 
You have a right of access under data protection law to the personal data that we hold about you. We seek to keep that personal data correct and up to date. You should let us know if you believe the information we hold about you needs to be corrected or updated. Any subject access request would be reviewed individually, based upon based upon the requirements of the current laws and provisions.
 
We have appointed a Data Protection Officer as our representative for the purposes of the Data Protection Act. Details of the Data Protection Officer for Setfords Solicitors are available from the Head Office.

25.2 [bookmark: _Toc210202115] Data Protection in Respect of Money Laundering Checks

We may receive personal data from you for the purposes of our money laundering checks, such as a copy of your passport. These will be processed only for the purposes of preventing money laundering and terrorist financing, or as otherwise permitted by law or with your express consent.

25.3 [bookmark: _Toc210202116] Data Protection – Your Obligations

If you send us personal data about anyone other than yourself you will ensure you have any appropriate consents and notices in place to enable you to transfer that personal data to us, and so that we may use it for the purposes for which you provide it to us.

26. [bookmark: 26.Termination_of_our_Retainer][bookmark: _Toc210202117]Client Conduct and Cooperation
We ask all clients to understand the following obligations:
1. To provide truthful, complete and timely information – this includes supplying all facts, documents and communications that are reasonably known in order for our firm to provide competent and accurate legal advice 
2. To comply with reasonable and proper requests – this includes making required payments, attending meetings, conferences, court dates or any other scheduled event requested by the firm
3. To act in good faith – this includes providing consistent instructions, not withholding material facts, and not asking us to act in a way which may breach our professional duties or legal obligations.

In addition, we ask all clients to comply with our general communication standards. This means that all communications (whether in writing, by telephone, in person or online) be in a courteous manner. We do not tolerate threatening or abusive language or behaviour towards any member of the firm, its agents or third-party representatives. 

27. [bookmark: _Toc210202118]Termination of our Retainer

You may end our retainer and withdraw your instructions at any time. Setfords Law Ltd may end its retainer with you on reasonable notice and only with good reason if:
· Any invoice, which is due and payable, remains unpaid
· A request for a payment on account is not met within any time limit specified
· The practice is unable to obtain clear and proper instructions
· You have not provided us with appropriate evidence of identification or satisfactory source of funds
· You attempt to mislead us or give us instructions that we cannot follow without breaking the law or breaching our professional obligations
· A conflict of interest arises with another client of the practice
· Setfords reasonably believes either that the retainer should be terminated or that it is permitted or obliged by law or good practice to terminate the retainer, for example if our relationship of trust and confidence in each other breaks down.
On termination by either party we will be entitled to:
· Raise an invoice for our outstanding charges up to the time of termination (in accordance with Section 22). If it is your decision to withdraw our instructions, we will also bill you for any consequential work required as a result, for example notifying other parties involved in the matter, returning contract paperwork, and making an application to come off the court record as your legal representative. These charges will be based on the amount of time spent on the file calculated by reference to units of six minutes at the relevant lawyer’s hourly rate and will be payable in accordance with paragraph 8 above.
· Keep all your papers and documents as security for money owed to us until such time as our fees, expenses and VAT, whether billed or not, are paid in full. This is known as exercising our right to a lien.
· Charge interest on outstanding sums in accordance with paragraph 8 above.

In the event that you decide to transfer your matter to another solicitor, we reserve the right to charge a fee of between £25 and £75 plus VAT in respect of the administrative costs involved.

28. [bookmark: _Toc210202119]Cancellation Rights - consumers only (not a business entity)

a) If our agreement to act for you has been made in whole or in part at your home or elsewhere outside our offices, the Consumer Contracts Regulations 2013 may apply to the work you are asking us to do. In that event, you have the right to cancel your instructions to us within 14 days, starting the day after the contract between us is agreed, without giving any reason. To exercise the right to cancel, you must inform us of your decision to cancel this contract by a clear statement, for example a letter sent to us by post, fax or e-mail. Our contact details are in the accompanying Letter of Engagement or paragraph 17 above. You may use the cancellation form attached at the end of these terms of business, but it is not obligatory. To meet the cancellation deadline, it is sufficient for you to send your communication exercising your right to cancel to us before the cancellation period has expired.

b) If you would like us to start work on your matter without waiting for the expiry of 14 days, you should sign one copy of these terms of business having ticked the box marked “Please start work now”, and return the signed copy to us. This means that, even if you subsequently exercise your right to cancel the contract, you must pay for services provided up to the time we receive your notice of cancellation. In that event, you will be liable to pay for any work that we do up to the time we receive your notice of cancellation, and the amount that we will ask you to pay will reflect the proportion of work done in comparison with the full scope of the contract.

c) Effects of cancellation
If you cancel this contract, subject to paragraph 27(b) above if you asked us to start work immediately, we will reimburse to you all payments received from you 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.

29. [bookmark: _Toc210202120]Equality and Diversity

Setfords Solicitors is committed to promoting equality and diversity in all of its dealings with clients, third parties, employees and consultants. Please contact us if you would like to see a copy of our equality and diversity policy.

30. [bookmark: _Toc210202121]Applicable Law

These terms and your client care letter shall be governed by and interpreted in accordance with English law. Any disputes or claims concerning this contract and any matters arising from it shall be dealt with only by the courts of England and Wales.

If any provision of this contract is found by any court or administrative body of competent jurisdiction to be invalid or unenforceable, such invalidity or unenforceability shall not affect the other provisions of this contract which shall remain in full force and effect.


*** IMPORTANT ***



Please read and sign the next page which will be your authority for us to act. Until you complete, sign and return the authority to us we may not be able to start work.

If you require further information or clarification regarding these Terms and Conditions please contact the fee earner acting for your or alternatively Setfords Solicitors compliance department via the main office number.







[bookmark: _Toc210202122]AUTHORITY TO SETFORDS SOLICITORS TO ACT – please sign and return


Please read and sign this page containing your authority for us to act. Whilst your continued instructions are deemed confirmation for us to act on your behalf we must ask you please to complete the authority below by ticking the relevant boxes and dating and signing it, and return the completed copy to our office address shown on the letter attached. We may be unable to start work for you until we receive your written authority.


✔

I accept and agree to the above Terms of Business (v.21) ✔✔


Please start work now (see paragraph 28 above)✔


You may communicate by e-mail with me and with others in connection with my case (see paragraph 11 & 12 above)✔


information to the FSCS (see paragraph 11 & 13 above)✔


I/We have no objection to work on my/our file being outsourced or reviewed by external auditors (see paragraphs 11 and 21 above)✔


You may destroy my electronic and paper file as explained in paragraph 24 above✔


Keeping You Informed. Quite apart from the immediate matter we are handling, we like to send present and past clients information that we think might be of interest to them. That can include information about legal developments or publicity information about us and our services. Please indicate if you are happy to receive such information. If you do not wish to receive such marketing, please contact marketingoptout@setfords.co.uk with your name, address and client reference number and we will update our records.


[image: ]Client 1:

Signed: ………………………………	Date: 2025-10-21

Print Name Henry S. Thompson

[image: ]
Client 2:

Signed: ………………………………	Date: 2025-10-21

[bookmark: _GoBack]Print Name Catharine Ward Thompson


Our reference: St. Barts



Please keep one copy of these terms and conditions for reference and return a signed copy to us.

[bookmark: CANCELLATION_FORM][bookmark: _Toc210202123]CANCELLATION FORM – consumers only

[bookmark: If_you_wish_to_cancel_your_contract_with]If you wish to cancel your contract with us (see paragraph 28 of our terms and conditions,) you may do within 14 days starting the day after our contract was agreed - subject, if you asked us to start work immediately, to our entitlement to charge for any work done before we receive your notice of cancellation.

[bookmark: You_must_notify_us_that_you_are_cancelli]You must notify us that you are cancelling the contract by giving us a clear statement in writing, for example a letter sent to us by post, fax or e-mail. You may use this form to do so if you wish, but it is not obligatory.

To:
Setfords
74 North Street Guildford Surrey
GU1 4AW
DX 2401 GUILDFORD

Fax no: 01483 300487
E-mail: info@setfords.co.uk
From (please insert your name(s) and address(es):


[bookmark: I/we_*__hereby_give_notice_that_I/we*_ca]I/we * hereby give notice that I/we* cancel my/our * contract for the supply of the following service, namely (please insert details of service being cancelled)



[bookmark: Ordered_on_(please_insert_date_of_contra]Ordered on (please insert date of contract):

[bookmark: Under_our_reference_(please_insert_our_r]Under our reference (please insert our reference, which you will find on correspondence from us):

[bookmark: PLEASE_ONLY_SIGN_THIS_PAGE_IF_YOU_ARE_CA]PLEASE ONLY SIGN THIS PAGE IF YOU ARE CANCELLING YOUR CONTRACT WITH US FOR LEGAL SERVICES

Client 1:

Signed: ………………………………	Date: …………………………….

Print Name ……………………………


Client 2:

Signed: ………………………………	Date: …………………………….

Print Name ……………………………



[bookmark: Your_signature(s)_is/are_only_required_i]Your signature(s) is/are only required if cancellation is notified to us on paper.
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