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Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD 
client_no }/{ MERGEFIELD matter_no } 

  
Your Ref:  
 
{ SET LETTER{ DATE \@ "d MMMM yyyy" } }{ref  LETTER \@ "d MMMM yyyy"  \  \* 
MERGEFORMAT } 
 
 
 
{ IF { MERGEFIELD LINKNAME_TITLE_1 }= "" "{ MERGEFIELD LINKNAME_SURNAME_1 }" 
"{ MERGEFIELD LINKNAME_TITLE_1 } { MERGEFIELD LINKNAME_INITIALS_1 } { 
MERGEFIELD LINKNAME_SURNAME_1 }" } 
{ MERGEFIELD CALCULATION_ADDRESS } 
 
 
Dear { IF { MERGEFIELD LINKNAME_TITLE_1 }= "" "Sirs" "{ MERGEFIELD 
LINKNAME_TITLE_1 } { MERGEFIELD LINKNAME_SURNAME_1 }" } 
 
Re: { MERGEFIELD MATTER_MATTER_DESCRIPTION } 
 
Thank you for instructing this firm in respect of the above matter.  We will do everything we can 
to ensure that it proceeds as smoothly and as quickly as possible.  It may be helpful to you to 
have the following information about our terms of business. 
 
Responsibility for the Work 
 
Your matter will be conducted by { MERGEFIELD 
"CALCULATION_FEE_EARNER_DESCRIPTION" } who is a { MERGEFIELD 
"CALCULATION_STATUS_DESCRIPTION" } of the firm.  Please do not hesitate to contact 
him/her if you wish to discuss any aspect of the matter or if a problem or query arises.  The 
partner with ultimate responsibility for your matter is { MERGEFIELD 
"CALCULATION_EXECUTIVE_NAME" }. 
 
 
Evidence of Identity 
 
We are required to comply fully with the provisions of the Proceeds of Crime Act 2002 and the 
Money Laundering Regulations. 
 
It is necessary for us to establish the I.D of all Clients and to follow the identification procedures 
at the outset.  In the circumstances, you will be required to provide to verify your name one of 
the following:- 

• Current Passport/Full Driving Licence 

• National or H.M Forces Identity Card 



• Resident Permit issued by the Home Office to the E.U Nationals 
 
Furthermore, to confirm your address, one of the following:- 

• Council Tax/Telephone/Water, Gas/Electricity Bill 

• Most recent Mortgage/Bank/Building Society or Credit Card Statement 

• Voters Roll Documentation 

• Current UK Driving Licence (where not used as evidence of name) 
 
We are required to retain copies of these documents and if we are not satisfied that you have 
provided satisfactory evidence of your identity, we would not be able to act further for you. 
 
The Proceeds of Crime Act 2002 places a heavy obligation on Solicitors to report to the National 
Criminal Intelligence Service (NICS) any suspicion of any criminal activity involving funds or 
property, which includes tax evasion. 
 
Failure on our part to strictly consider such issues and make a report to NICS, could give rise to 
this company being subject to proceedings and a potential 14-year term of imprisonment for any 
serious breach. 
 
If a matter needed to be reported, we would not be permitted to notify you at the time (except in 
rare instances) as this itself would constitute an offence of ‘tipping off’ which could prejudice any 
investigation. 
 
These provisions are extremely onerous and it is most important that you are aware of these 
professional obligations on our part since it does sometimes come to light in dealing with such 
matters that there are issues in relation to benefit fraud, payments off the books, other forms of 
tax evasion and indeed money laundering. 
 
 
Complaints 
 
Whilst we aim to offer all our clients an efficient and effective service, and we are confident that 
we will do so in this case, you can always address any problem which may arise to our firm’s 
Complaints Handler.  We enclose for your information our Complaints Handling Policy, and we 
hope that this information will help you to identify your course of action if there is problem. 
 
 
Funding of your Matter 
Select from the various options below as appropriate: 
 
 

BTE 
 
Legal Expenses Insurance 
 
Your Legal Expenses Insurance Policy with …………… means that you will be indemnified in 
respect of any costs that you are unable to recover at the end of your claim.  Thus, should you 
lose your case, or win but be unable to recover all of the costs from your opponent, the Insurer 
will meet our costs.  Should you lose all or part of your claim and an order be made for you to 
pay your opponent's costs, the Insurer will also meet these costs. 



 
This indemnity is subject to your compliance with the terms of your Legal Expenses Insurance 
Policy.  Non-compliance, particularly by failing to provide instructions to us, causing excessive 
delay, or by providing false instructions, may result in your Policy being avoided leaving you to 
meet the costs.  We trust of course that this situation will not arise, but in any event, we are 
required by the Solicitor's Regulation Authority to provide you with details of how we calculate 
our fees. 
 
Include text here as below for Private Funding 
 
 

PRIVATE FUNDING 
 
Our charges are based on the time we spend dealing with your case. This includes travelling to 
and from meetings with you and others, considering, preparing and working on case papers, 
writing and receiving correspondence (including e-mails), and making and receiving telephone 
calls and text messages.  We enclose an Hourly Rates List setting out the current rates that 
apply.  Routine letters and telephone calls will all be charged at one tenth of the hourly rate.  
These rates do not include VAT, which will be added to the bill. 
 
Our rates of charge are reviewed annually; if there are any changes to the hourly rates, you will 
be advised accordingly, and the new rates that apply will cover all work conducted thereafter. 
 
In matters which may last some time, we may deliver interim bills to you at regular intervals for 
the work carried out during the conduct of the matter, Not only does this assist our cash flow but 
it also enable you to budget for costs (if appropriate) and you will not be facing a large bill at the 
conclusion of the matter.  We are sure that you will understand that in the event of a payment 
not being made, we reserve the right to decline to act further and that the full amount of work 
done up to that date will be charged to you. 
 
We will inform you if any unforeseen additional work becomes necessary for example, due to 
unexpected difficulties or if your requirements or the circumstances significantly change during 
the course of the matter. We will also inform you of its estimated cost in writing before any extra 
costs are incurred. 
 
If for any reason the matter does not proceed to completion, we will charge you for the work 
done and expenses incurred. 
 
Accounts are due and payable on presentation of our bill.  Interest will be charged on accounts 
that are not paid within that time at a rate equivalent to the statutory court interest rate, currently       
     %.  Interest will accrue until the account is paid in full. 
 
We would hope that you will not have any issues with our charges, but should you be 
dissatisfied with our bill, you have the right to challenge or complain about it.  In such a 
circumstance, we would request that you address your comments 
to…………………………………… 
 
Payment of Costs 
 
You will be responsible always for discharging our costs, VAT and disbursements. However, we 
have discussed with you whether your costs may be paid by another party, for example your 



home insurers, and we have asked you to investigate that matter.  
 
 
Litigation Matters: 
 
Kindly note that even if you are successful in winning your case, the other party may not be 
ordered to pay your costs, or they may not be ordered to pay them in full. If this happens, you 
will have to pay the balance of our costs yourself. Most importantly, if the other party is 
publically funded, you will probably not recover any of your costs, even if you win the case. 
 
If you are successful and the Court orders the other party to pay some or all of your costs, 
interest can be claimed from the other party from the date of the Court Order. We will account to 
you for such interest to the extent that our costs have been paid, but we are entitled to the rest 
of that interest. 
 
You must pay the cost of enforcing any judgments if appropriate. This will be a separate matter 
and charged accordingly. 
 
You will also be responsible for paying any costs that the Court orders you to pay to the other 
side. The Court may order you to pay part or all of the other party’s legal costs, for example, if 
you lose the case. You may be asked to contribute towards their costs if you are only partially 
successful. This money will be payable in addition to our costs. We can discuss with you 
whether it is advisable for you to have insurance to meet the other party’s costs should you lose. 
 
 
 

CFA 
NB    Requires enclosure of your CFA Checklist and Agreement 
 
 
Legal Costs, Insurance and the Conditional Fee Agreement  
 
Further to our earlier discussions on funding the legal costs of your claim, we confirm that we 
are prepared to act for you under a Conditional Fee Agreement.   You will recall that we 
discussed the nature of this Agreement which is dealt with in greater detail in the enclosed 
documents: Conditional Fee Agreement Checklist and the Conditional Fee Agreement itself. 
 
To enable us to deal with your claim efficiently please confirm your instructions by signing the 
enclosed copy of this letter and our Conditional Fee Agreement. These documents form the 
basis of the agreement between us and it is important that you understand them before signing 
and returning them to us. You will need to sign the Agreement where indicated on page ….. 
 
Please also find enclosed a copy of the full wording of the proposed contract of insurance 
referred to in Schedule …. of the Conditional Fee Agreement. As long as the claim is 
successful, the losing party will pay the insurance. If the claim does not succeed, the insurance 
will be voided and therefore not payable, as long as you have co-operated with us throughout 
the claim. The purpose of this insurance is to protect you against paying the other party's costs 
if you lose. Please read through the document. We will issue you with a policy schedule in due 
course 
 

 



 
Likely Overall Costs on this Matter 
 
It is not always possible to give a definitive answer to the ultimate costs of matters, but at this 
early stage we would estimate the likely overall costs to be in the region of £        .  This does 
not include disbursements or VAT. 
 
We will review this figure after the first four weeks of time spent on your file and thereafter at 
regular intervals as appropriate.  We will keep you advised as to any changes in our 
assessment of costs.  You should be aware that in addition to our costs, you may also be 
responsible for other charges and disbursements.  We will advise you fully when any of these 
arise. 
  
 
File Storage 
 
The file of papers will be stored by this firm for 12 years following completion of your instructions 
or earlier termination.  After that time, it will be disposed of securely. 
 
 
Regulatory Information 
 
Some of our work involves investments. We are not authorised by the Financial Services 
Authority and so may refer you to someone who is authorised to provide any necessary advice.  
However, we can provide certain limited services in relation to investments, provided they are 
closely linked with the legal services we are providing to you, as we are regulated by the 
Solicitors Regulatory Authority. 
 
If you have any problem with the service we have provided for you then please let us know.  We 
will try to resolve any problem quickly and operate an internal complaints handling system to 
help us to resolve the problem between ourselves.  If for any reason we are unable to resolve 
the problem between us, then the Solicitors Regulation Authority and the Legal Complaints 
Service provide complaints and redress mechanisms. 
 
The Law Society is a designated professional body for the purposes of the Financial Services 
and Markets Act 2000 but responsibility for regulation and complaints handling has been 
separated from the Law Society’s representative functions.  The Solicitors Regulation Authority 
is the independent regulatory body of the Law Society and the Legal Complaints Service is the 
independent complaints handling body of the Law Society. 
 
This firm is not authorised by the Financial Services Authority.  However we are included on the 
register maintained by the Financial Services Authority so 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 of redress if something goes wrong, 
is regulated by the Solicitors Regulatory Authority.  The register can be accessed via the 
Financial Services Authority website at { HYPERLINK "http://www.fsx.gov.uk/register" }. 
 
 
Statement of Truth 
 
If it proves necessary to issue proceedings on your behalf, we will need to set out full details of 

http://www.fsx.gov.uk/register


your unpaid invoices on the Particulars of Claim on the rear of the Claim Form. 
 
The Civil Procedure Rules require that the contents of the Particulars of Claim are verified by a 
signed Statement of Truth. By signing the Statement of Truth, the signatory makes a statement 
to the court that the contents of the Particulars of Claim are true. If a false statement is made, 
without any honest belief in its truth, proceedings for contempt of court may be brought against 
the signatory of the Statement of Truth, or anyone at the Claimant who causes the Statement of 
Truth to be made. Those contempt proceedings may result in the Claimant and/or its officers 
being liable to a fine, or imprisonment, or both. 
 
Although Statements of Truth are ordinarily signed by a senior officer of a Claimant, the Civil 
Procedure Rules do allow us to sign Statements of Truth on our clients’ behalf. However, by 
signing a Statement of Truth on a client’s behalf, we are making a statement to the court that: 
 

• The client, you, has authorized us to sign the Statement of Truth on its behalf 

• Before signing we have explained to our client that, by signing the Statement of Truth, 
we are confirming our client’s belief (not our belief) that the facts contained in the 
Particulars of Claim are true; and 

• Before signing we have our client of the possible consequences to it if it should 
subsequently appear that our client did not have an honest belief in the trust of the facts 
in the Particulars of Claim. 

 
In view of the delay that would be caused to the issue of proceedings if we had to send each 
Claim Form to you to sign the Statement of Truth, if you sign and return the attached 
acknowledgement we will be prepared to sign Statements of Truth on your behalf when you 
instruct us to issue proceedings against your debtors. 
 
However, please note that to avoid proceedings being issues with incorrect statements, it is vital 
that when you instruct us to issue proceedings, you provide us with accurate and up-to-date 
information about your outstanding debt. For example, please let us know if your debtor has 
made any payments directly to you after we have sent our initial letter to the debtor, so that we 
may ensure that the Particulars of Claim are accurate and up-to-date. 
 
 
Agreement 
 
We should be grateful if you could sign the extra copy of this letter and return it to us as 
confirmation of your instructions.  This will mean that the hourly charge rate, as set out above, 
will be fixed subject to variation as detailed above.  Given this agreement, your rights to 
challenge this rate in future will be restricted. 
 
Yours { IF { MERGEFIELD LINKNAME_TITLE_1 }= "" "faithfully" "sincerely" } 
 
 
 
 
{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION } 
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER } 
 
 
 



 
 
 
 
 
 


