

Albion Planning Consultants Ltd


Re: Terms and Conditions of Business Pursuant To Instructions Issued by Yourself Relating to 
Thank you for instructing Albion Planning Consultants to act on your behalf in relation to the legal issues arising out of the problem which you have referred to this office.  We are writing to you to confirm your instructions and to provide further information relating to this firm, the work this firm will be undertaking on your behalf and to explain one or two further points.

You have specifically instructed this firm to act on your behalf in connection with a legal matter.

We confirm that the instructions will be implemented on your behalf on the following basis:-

1.
Responsibility for the Work


Your case will be handled by Mr Jones who is an experienced Planning Consultant.  His full name is Michael Andrew Jones and he has worked in this field for over 20 years.  Mr Jones has previously held Chief Officer posts in the Local Government Service and has established an excellent track record of success.  He is a Fellow of the Chartered Institute of Arbitrators and holds several relevant post-graduate qualifications.


Collectively, we intend to provide you with the most appropriate and effective service designed to secure the objectives desired by yourself.  Full details of our services are set out in the enclosed brochure.

If for any reason you are unable to contact Mr Jones, would you please leave a message with his secretary.  She will be quite happy to take a message in order that we may respond to you.  In this firm, we all make a particular effort to respond to clients messages as soon as possible but please note this is not always immediately practical.  Nevertheless, we will be happy to speak to you in the evening or during the weekend, should you be prepared to leave your home telephone number.


We aim to offer all our clients an efficient and effective service.  However, should there be any aspect of our service with which you are unhappy, please let Mr Jones know as soon as possible.  He will be pleased to consider any complaint you wish to raise with him in accordance with our Complaints and Corrective Action Procedure.  A copy of the firms written complaints procedure will be supplied to you upon request.

2.
Nature of Work 


A broad outline of the work that will be involved in this matter involves:

Attending to the planning work relating to your instructions.


It is impossible to say how long it will take to complete the work, but we will keep you informed on a regular basis of the progress that has been made.  We appreciate the need to bring this matter to a satisfactory conclusion at the earliest possible date and we will do out utmost to bring this about.  However, it is not always possible to bring matters to a conclusion within a short space of time, owing to factors beyond our control.


We will inform you whenever there is a significant development in your matter.  If you do not hear from us for a period of time, please rest assured that we are still continuing to do the work and that we have not forgotten you.
3.
Fees


We like to ensure that all clients know in advance what the arrangements will be for the calculation and payment of professional charges arising during the course of implementing the instructions.  Please note that Mr Jones normal charge-out rate is £95.00 per hour plus Value Added Tax and disbursements.  His basic hourly charge-out rate includes all item spent on the matter including meetings, travel, correspondence in and out, telephone calls in and out, considering papers, legal research and, where appropriate, attendance at Court Hearings.  Please note that this hourly rate is reviewed from time to time, but not normally more than once a year and we will let you know as and when new hourly rates are introduced by this firm.


With reference to disbursements, it should be noted that this covers mileage incurred in travelling on your behalf, learned Counsel’s professional fees, official search registration and application fees, hotel charges, subsistence costs, agency fees, photocopying fees (15p per page in monochrome or 75p per page for colour), the fees of expert witnesses and other unavoidable incidental costs involved in implementing your instructions.


It is impossible to say how much time will be involved in working on the matter, but we will keep you informed periodically of the total time spent.  Please note that we would advise on our estimate of the costs in the region of £                              with possible additional contingency of £       .  However, even this estimate may have t be reviewed as the case develops.


You will be personally responsible for the payment of all out costs whether or not this matter is completed or proves successful or not and, even if another party to this matter has agreed, or is ordered, to reimburse your legal costs.


We normally ask for payment of disbursements in advance and we would therefore ask you to send us the sum of £500.00 to meet the initial costs involved in pursuing this matter.  We will let you know if and when further expenditure on disbursements is necessary.

4.
Bills


We will deliver bills on completion of each stage of work in this matter.  However, if the instruction does not include discernible stages, then we will submit bills on an interim basis by reference to appropriate periods of time (not less than monthly).  This assists our cash flow and enables you to keep track of your own costs.  We are sure tat you will understand that in the event of a payment not being made promptly, then we may decline to act any further and the full amount of work done up to that date will be charged immediately.


Bills should be paid upon presentation.  Interest will be charged on bills that are not paid upon presentation at 4% above the published rate of the Royal Bank of Scotland.

5.
Money Laundering Precautions

Like all firms of solicitors, we are now required by law to apply procedures to guard against the risk of money laundering. It will help us to avoid any problems with your legal work if you bear in mind the following points.


Identification checks: We may need to obtain formal evidence of your identity. This may be necessary even though we have acted for you before, or even if you are known personally to a member of staff. We will tell you if such evidence is necessary, but it may help us if you are able to bring evidence to our first meeting. Normally the evidence we would ask for is [your passport, plus two or more documents to establish your address, such as recent utility bills, council tax statements or bank statements].


Cash: We do not normally accept payment in cash.


Source of funds: At the start of any matter we will normally ask you to tell us the source of any funds you be using. It is simplest for us if the source is an account, in your name, in a UK bank or building society. If the source is an unusual one, such as an account in another country, or in the name or someone other than yourself, please tell us as early as possible, including the reason.


Destination of funds. Where we are to pay money out to you, we will normally do so by cheque in your favour, or into an account in your name. If instead you want us to pay surplus money out into the name of someone other than yourself, please tell us as early as possible, including the reason.

In order to signify your approval of the terms and conditions set out in the attached agreement and the term of this letter, we should be obliged if you will please sign and return the duplicate copy enclosed herewith.  Please note that we cannot commence work until we are in receipt of the signed duplicate copy of this letter and its enclosed agreement.

6
Professional Services Documentation
.
We attach hereto a copy of the contract for the supply of professional services which contains the various terms and conditions. Please sign and return the duplicate of the professional services agreement duly signed and dated as soon as possible. Please note that strictly we cannot commence work on your instructions until we have received the duly signed and dated documentation contained herewith together with the duplicate copy of this letter also signed and dated.

We also enclose our firms’ brochure.

When returning the duplicate copy please also, if possible, return the initial client information questionnaire duly completed.  A stamped, addressed envelope is enclosed in order to facilitate your reply.

If you have any queries concerning this matter, please do not hesitate to contact this office.

Yours sincerely

Albion Planning Consultants Ltd
I confirm that I have read, understood and approved the above client care letter, and append my signature to signify my agreement to all the terms and conditions set out in this letter and in the agreement referred to in this letter, as follows:
Signed:  ……………………………………..

Dated:   ……………………………………..

Chartered Town Planners  •  Planning Advisers  • Environmental Planning Consultants


Design Consultants • Landscape Architects • Highway Consultants • Ecologists








