Re: Sale of   Leasehold property 
Thank you for instructing us to handle your sale of your flat. 

I and everyone here at P. George & Co will do our best to see that everything proceeds as smoothly as possible.

I am the sole principal of this firm and I shall carry out most of the work in this matter personally, but you can also contact Celia or Lynne will be familiar with your file. If they are unable to help you they will be able to take a message for you.

The partner of this firm with ultimate responsibility for this matter is myself. We aim to offer all clients an efficient and effective service and I am confident that we will do so in this case. 
A broad outline of our work is;

Paying off your mortgage;

Agreeing the terms of the contracts for sale; 

When everyone is ready, and the same moving date has been agreed with sellers and buyers, exchanging contracts this is the stage at which you are committed to the 

move;

Making the pre-completion legal arrangements and checks;

On moving day:
Sending any surplus to you;

The estimated fees my firm will charge for work will be as follows;

Conveyancing                          -            £675.00 – 975.00 plus VAT £135.00
                                                                 Depending on value 

General Disbursements
-             £85.00 plus VAT £17.00
Contribution to Professional

Insurance Cost (optional)
-             £85.00 plus VAT £17.00
Telegraphic Transfer 

Administration fee (each)   
-             £10.00 plus VAT £2.00
The following items may also be charged but only if applicable:

Search Fee (approx)
     
  £25.00

Fee on acting of behalf of lender                                            £185.00 plus VAT
in accordance with fee scales recommended

by the Law Society and The Council of 

Mortgage Lenders

VAT







  £37.00
Telegraphic Transfer Fee




  £25.00

Acting on sale or purchase of share



 £375.00 plus VAT £75.00
of freehold or share in management company 

on purchasing or selling flats (only if applicable)

Acting in the preparation of Power of Attorney

to execute documents on behalf of clients, or in
dealing with service charge arrears and retentions 

or in preparation or approval of Deeds of Covenant
or Deed of Variation in Leasehold flat transactions
or correspondence in relation to insurance issues
or Planning or Building Regulation Authorities, 
setting up and negotiating indemnity policies or dealing 
with major work or subsidence enquiries or negotiating 

price changes if required and only if applicable, dealing
with lease defects or Title defects                                         £195 - £350 depending 
   






on complexity and time spent
Storage of documents post completion

            £75.00 plus VAT £15.00
Lawyer Checker                                                                      £10.00

Should any of the above transactions fail to proceed to completion then my firm’s charges for that transaction will be such lesser sum as is reasonable having regard to the amount of work done by that stage in the transaction together with VAT and any disbursements incurred.  This will be based on the hourly rate of the person having the conduct of the matter at the time.
As confirmation that you would like us to proceed on this basis, I should be grateful if you would sign the extra copy of this letter and return it to me.  The charges set above are an estimate based on the information that I have at present and I will inform you in writing if any difficulties arise or if anything occurs which makes it necessary to revise this estimate.  

As far as possible and for the sake of clarity we prefer clients to provide us with written instructions during the course of a transaction and we are grateful to you for seeking to comply with this request.

I enclose property information forms which I shall be grateful if you will complete and return to me.  Please also let me have details of your mortgagee’s name and address and Mortgage Roll Number so that I may request your deeds to enable preparation of contracts.

In accordance with usual practice I should be grateful for your cheque in the sum of £500.00 to enable me to file the necessary searches and on account of future costs.

Storage of papers and documents and Post Completion Enquiries

After completing the work, I am entitled to keep all your papers and documents while there is money owing to me for our charges and expenses.  I will keep my file of papers (except for any of your papers which you ask to be returned to you) for six years or longer at my discretion.  I will keep the file on the understanding that I have the authority to destroy it six years after the date of the final bill I send you for this matter.  I will not destroy documents you ask us to deposit in safe custody.

If I retrieve papers or documents from storage in relation to continuing or new instructions to act in connection with your affairs, I will not normally charge for such retrieval.  However, I may make a charge based on time spent producing stored papers or documents to you or another at your request.  I may also charge for reading correspondence or any other work necessary to comply with the instructions given by you or on your behalf.   A discretionary post completion contingency charge may also be levied for post completion enquiries or other post completion work but such charge if levied will not exceed £200.00 and this will be charged on funds held on account, if any, in due course.  We will deem that we are authorised to make this charge on monies held on account by you signing this letter of engagement.

Termination

You may terminate your instructions to me in writing at any time but I will be entitled to keep all your papers and documents while there is money owing to me for my charges and expenses.

In some circumstances, you may consider I ought to stop acting for you, for example, if you cannot give clear or proper instructions on how I am to proceed, or if it is clear that you have lost confidence in how I am carrying out your work.

I may decide to stop acting for you only with good reason, for example, if you do not pay an interim bill or comply with my request for a payment on account.  I must give you reasonable notice that I will stop acting for you.

Communication between you and me

I am confident of providing a high quality of service in all aspects.  If, however, you have any queries or concerns about my work for you, please raise them with me.

All solicitors must attempt to resolve problems which may arise with their services.  It is therefore important that you immediately raise any concerns you may have with me.  I value your instructions and would not wish to think you have reason to be unhappy with my services.

E-Mail

If you provide us with an e-mail address then unless you instruct us otherwise in writing, we assume that:

a.  
You are happy for us to communicate with you by e-mail even on 
confidential matters and

b.
You accept that we will act on what appears to be an e-mail from you even if 
it has not come from you
c.
We reserve the right to make a charge of £75.00 plus VAT if there is voluminous incoming correspondence by email (in excess of 75 emails over the course of the transaction).
New Properties and Properties subject to First Registration

Considerable more work is involved in dealing with the above and our fees are likely to increase by approximately £650.00 plus VAT in conducting a purchase of the above

Joint purchases or sales

By signing this letter you are giving authority to us to treat a single instruction to this firm by one of the parties to a joint or several party sale or purchase or re-mortgage as a joint instruction.  If you do not proceed on this basis you must let us know in writing.

Applications to obtain Deeds from HMLR where this cannot be traced or are not forthcoming (applicable to sale transaction and re-mortgage only

Due to recent changes your lender may not keep copies of your Deeds.  In this case we will need to make an application to the Land Registry for an office copy.  If applicable an administrative charge of £35.00 plus VAT will be levied in addition to the fee which is paid to the Land Registry in the sum of £16.00 approximately.
Priority

On occasion in order to comply with clients strict instructions as to exchange and completion dates we are forced to give priority to clients in place of other clients in order to comply with very stringent time limits for exchange and completion.  This usually will involve us in additional work when completion takes place within 10 days of exchange of contracts and on such occasions we  reserve the right to charge a sum to reasonably reflect the priority given which sum should not exceed £275.00 plus VAT.
More about payments on account 
We shall request payments on account of anticipated fees and disbursements as the matter progresses.  Any request for an initial or further payment on account is not a forecast of what the costs of the matter are or might be, and the absence of any request for a payment on account is not to be taken as an indication that we hold sufficient sums on account.  We shall ask you to increase the sum held by us on account of our fees and disbursements, when for example instructing a barrister on your behalf or as the matter is nearing trial, or if we consider At any time that the sum held by us is likely to be sufficient to cover the fees and disbursements.

Under Rule 27 of the Solicitors Accounts Rules, 1998 we are entitled to agree with you that you will not receive interest on monies paid to us on your behalf.  By entering into this agreement with us you accept that you will not receive such interest.

Tax advice

Any work that we do for you may involve tax implications or necessitate consideration of tax planning strategies.  We may not be qualified to advise you on the tax implications of a transaction that you instruct us to carry out, or the likelihood of them arising.  If you have any concerns in this respect, please raise

them with us immediately.  If we can undertake the research necessary to resolve the issue, we will do so and advise you accordingly.  If we cannot we may be able to identify a source of assistance for you, but we accept no responsibility for tax implications and we advise you to obtain specialist tax advice on issues of tax.

The Consumer Protection (Distance Selling) Regulations 2000

Under these regulations, for some non-business instructions, you may have the right to withdraw, without charge, within 7 working days of the date on which you asked us to act for you.  However, if we start work with your consent within that period, you lose the right to withdraw.  Your acceptance of these terms and conditions of business will amount to such consent.  If you seek to withdraw instructions, you should give notice by telephone, e-mail or letter to the person responsible for your work.  The Regulations require us to inform you that the work is likely to more than 30 days.

Independent review of your file

P George & Co is regulated by the Solicitors Regulation Authority under the terms of our professional rules which may be found here: www.sra.org.uk.  In consequence your file may be inspected by our accountants annually as they check to ensure we have complied with our professional rules.

We will assume, by your acceptance of these terms and conditions that you consent to your file possible being inspected for these different purposes unless you expressly withdraw your consent in writing.

The Privacy and Electronic Communications Regulations 2003

We take the protection of your personal data very seriously.  We do not therefore share your personal data with any third parties.  From time to time we send letters and e-mails to our clients informing them of changes in the law and improvements to our services and products.  By signing our terms of business you confirm that you wish to receive such information from us.
If there is a problem
Even in the best run firms there are occasional problems and delays that cannot be foreseen.  We doubt this will occur at our firm but in the unlikely event that a problem does arise our firm uses a Law Society approved Complaints Policy, a copy of which will be provided to you if necessary.

We always endeavour to resolve any complaint swiftly.  Your Complaints Manager is the principal of this firm.  If an issue of complaint arises, this must be put in writing.  If, after 45 working days your complaint is not resolved, you have the right to refer your complaint to the Legal Ombudsman at Legal Ombudsman, PO Box 15870, Birmingham B30 9EB; telephone: 0300 555 0333; 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.

Assignment and Novation

We may assign the benefit of this retainer to any partnership or corporate body which carries on the business of the firm in succession to the firm and you agree to accept performance of our obligations under the retainer by such assignee in substitution for performance by us.

Disclosure of our advice

Our advice is provided to you and may not, without prior written consent, be disclosed to any other party.  You will not refer to us or our advice in any public document or communication without our prior written consent.

Third party rights

No provision of our terms of business is intended to be enforceable by any third party pursuant to the Contract (Third Parties) Act, 1999.  Accordingly, no third party shall have any right to enforce any provision of this retainer.

Only the client named in our engagement letter enclosing these terms may reply upon our advice and should any information be provided to any third party by you or at your request (either with or without our consent) you undertake to inform them that we accept no responsibility to them for it.

Joint and several liability
If we are acting for more than one client in connection with the same matter liability for our fees will be joint and several as between each client.

Professional indemnity insurance

P George & Co is required by our professional regulator to hold professional indemnity insurance.  Details of our cover are available in writing from our office on request.  We apportion the cost of this to each client on completion, but the payment of this apportionment is optional at the client’s discretion.
Identity Checks

The Government has introduced a series of measures to limit the scope of the threats of terrorism and major criminal activities.  On 15 December 2007 a new, more stringent version of the money Laundering Regulations came into force.  These Regulations oblige Solicitors to obtain evidence of their client’s identities before  accepting instructions.

This is an unfortunate but necessary recognition of the dangerous world in we all live and work.  Accordingly we must either meet with you in order to check and copy for our file evidence of your identity or you must provide evidence of your identity to another firm or English or Welsh Solicitors who will certify the copies and send them to us.  This evidence can take the following forms depending on the nature of the client:-

	Client
	Type of identity evidence required

	Limited Companies/LLPs


	· A copy of the latest Annual Return

· Evidence of the identity of the director giving instructions (see the list under the title “individuals” below

	Partnerships/LLPs
	· Evidence of identity in respect of the partner who is giving instructions

· Evidence of identity of one other partner

	Trusts
	The Trustees identity needs to be established in accordance with the usual procedure for individuals or companies

	Charities
	· Details of the Charity Commission registration

· Constitution or other founding document

	Individuals
	· One of:

       Full Passport

       Full UK/EU driving licence

      Other evidence of identity

And

· One of:

      Utility bill

      Recent bank statement 

      Other evidence of address


We may need to carry out what is known as enhanced Customer Due Diligence (CDD) if you are a trust or company where we will establish the owner of at least 25% of the vested interests.  We will discuss this with you if that becomes necessary.

Enhanced CDD is also required if you are a politically exposed person (PEP) or a spouse, partner, child or other family member or a known close associate of a PEWP.  A PEP is, for example, a Head of State, Government Minister, Member of Parliament or a director of a Government or other national agency.  This only applies to non UK citizens, but, in certain circumstances, it may be necessary to consider enhanced CDD for a UK resident who falls into this category.  When returning your signed terms of business please confirm whether you fall into this category and we will discuss enhanced CDD with you further.

In the case of corporate clients we need to establish not only that the organisation in question exists and is what it purports to be; but also that the individuals who appear to control the organisation are:-

(a)
Who they claim to be, and

(b)
Are genuinely those in control

This can be the best net by a copy of the last Annual Return for English or Welsh companies being provided to us.  Companies based in other jurisdictions would have to provide a document or documents containing the names of the directors, the shareholders and the company’s registered office.

Under the Proceeds of Crime Act 2002 we may be obliged, without reference to you, to make a disclosure to the Serious Organised Crime Agency – SOCA (see www.soca.gov.uk) about information we have received in connection with your case unless it is information re3ceived so that advise may be given about it or unless it comprises the advise itself (privileged information).  We therefore reserve the right to give such notices to SOCA as we deem appropriate without notice to or discussion with you.

Agreement

Unless otherwise agreed these terms of business apply to any future instructions you give to me.

Your continuing instructions in this matter will amount to your acceptance of these terms and conditions of business.  Even so, I ask you to please sign and date the enclosed copy of this document and return it to me immediately.  I reserve the right not to do any work for you until this has been done.  I can then be confident that you understand the basis on which I will act for you.

This is an important document: Please keep it in a safe place for future reference.

Signature …………………………..            Date ……………………….

Yours sincerely, 

N Demos

P George & Co 
