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Terms of Business
1. Broomfields Solicitors LLP 

In these terms the expressions “we” or “our” refer to Broomfields Solicitors LLP, a limited liability partnership 
registered in England and Wales (registered number: OC346493) and whose registered office is at Minerva 
House, 7 St John’s Business Park, Rugby Road, Lutterworth, Leicestershire, LE17 4HB. In these terms, in 
the Engagement Letter and more generally in our dealings with you, the term “partner” means a member 
of Broomfields Solicitors LLP or an employee or consultant of Broomfields Solicitors LLP with equivalent 
standing and qualifications.

2 General 

2.1 These terms set out the basis on which our services are provided, and are of general application. In a 
separate Engagement Letter we provide further information setting out the specific terms applying to the 
particular matter on which you have instructed us, including details of the personnel involved. The 
Engagement Letter and these terms should be read together. In the event of any inconsistency between the 
Engagement Letter and these terms, the former shall prevail.

2.2 Nothing in these terms or the Engagement Letter shall exclude or restrict any liability arising from fraud or 
dishonesty, any liability for death or personal injury caused by negligence or any other liability which by law 
cannot be excluded or restricted.

2.3 The invalidity or unenforceability of any of the provisions of these terms shall not affect the rest of them 
which shall continue to bind you and us.

2.4 We are authorised, unless agreed otherwise, to take such action as we think necessary to obtain the required 
result. We shall not refer to the client for specific instructions every time we take a step. If, therefore, there 
is a limit to what we are required to do, or a limit to expenditure, we must be notified of this in advance. 

2.5 When accepting instructions to act on behalf of a limited company, we may require a director and/or 
controlling shareholder to sign a form of personal guarantee in respect of the charges and expenses of this 
practice. If such a request is refused, we will be entitled to stop acting and to require immediate payment 
of our charges on an hourly basis and expenses incurred. 

3. People responsible for your work 

3.1 A letter at the outset will be sent to the client stating who is dealing with the matter and giving the name
of the supervising partner.

3.2 Sometimes however work will be delegated to another member of staff where we deem it appropriate to 
expedite matters or to minimise expense. All support staff are closely supervised and the practice takes 
complete responsibility for their work.

3.3 It is important that you are kept fully informed of progress in carrying out your instructions. In addition to 
any specific method of communication and reporting agreed with you, we operate a client relationship 
partner system under which you have one partner who will maintain an overview of your affairs and will 
have ultimate responsibility for ensuring that your requirements are met and for all aspects of the 
relationship between you and us. The name of your client relationship partner is set out in the Engagement 
Letter.

4. Partners and employees of Broomfields Solicitors LLP 

You acknowledge that your agreement is with Broomfields Solicitors LLP and no personal duty is owed to 
you by any individual partner or employee of Broomfields Solicitors LLP. Any advice given or service provided 
to you by any individual partner or employee is given or provided for and on behalf of Broomfields Solicitors 
LLP and not in his or her individual capacity. Accordingly you agree that you will not bring any claim in 
respect of any loss or damage against any of our partners or employees. You agree that each and every 
partner and employee of Broomfields Solicitors LLP shall be entitled to the benefit of this provision under the 
Contract (Rights of Third Parties) Act 1999.

5. Confidentiality and conflicts

5.1 Subject to paragraphs 5.2, 5.3 and 7 of these terms, all the information regarding your business and affairs 
will be kept confidential at all times and not disclosed by us to any other person without your permission 
except as required by law, or as set out in the Engagement Letter. We may, however, make public the fact 
that we act on your behalf.

5.2 Where appropriate, we may outsource some tasks to third parties. These include but are not limited to 
experts, agents and document copying services.

5.3 It is our practice to check for conflicts of interest before taking on matters in appropriate cases. However, 
an actual or potential conflict between your interests and the interest of another client of the firm may arise 
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during the course of a matter. If this situation arises during our dealings with you, we will discuss the position 
with you and determine the appropriate course of action. In order to protect your interests we may not be 
permitted to continue to act for you.

6 Data protection 

6.1 We, as a data controller, are bound by the requirements of the UK General Data Protection Regulation (UK 
GDPR) implemented by The Data Protection Act 2018.

6.2 Where applicable, you acknowledge that we are entitled to obtain, use, process and disclose your personal 
data to enable us to discharge the services which we have agreed to provide, and for all other related 
purposes including carrying out credit checks in relation to you, updating client records, analysis for 
management purposes, crime prevention and legal and regulatory compliance. We may use the personal 
data for the purpose of notifying you of changes in the law and for other marketing purposes. Please notify 
us if you would rather not receive this material.

6.3 In respect of other uses of your personal data, we shall seek appropriate permission as applicable.

6.4 A copy of our full Data & Privacy Policy is available on our website.

7 Money laundering 

7.1 We are subject to legislation intended to combat money laundering and terrorism, including the Terrorism 
Act 2000, the Proceeds of Crime Act 2002, The Money Laundering, Terrorist Financing and Transfer of Funds 
(Information on the Payer) Regulations 2017 and associated regulations (and any subsequent modification 
to the legislation or regulations) (“Anti-Money Laundering Legislation”). The effect of the Anti-Money 
Laundering Legislation is wide and applies to the proceeds of any crime; it is not limited to proceeds of drug 
trafficking, terrorism or serious crime.

7.2 We reserve the right to request the production of those documents and other evidence necessary to verify:-

7.2.1 your identity and address or that of any other entity or person on whose behalf you are acting; 
and 

7.2.2 the source, application and ultimate ownership of any funds or property

as may be required in order for us to satisfy our obligations under the Anti-Money Laundering Legislation.

7.3 We reserve the right to comply with the Anti-Money Laundering Legislation in all respects as we determine 
in good faith. In particular the Anti-Money Laundering Legislation imposes reporting obligations on us which 
override our duty of confidentiality to you. Where we have notified the relevant authorities you agree that 
we may provide such further information as they may require.

7.4 The requirements of the Anti-Money Laundering Legislation may either prevent us from taking steps or from 
acting further on your behalf and we may be prohibited by law from informing you of these matters. In these 
circumstances we reserve the right to cease acting and to charge you for the work done to that date.

7.5 You accept that our compliance with the Anti-Money Laundering Legislation or guidance issued by the Courts 
or any regulatory body may prevent us from informing you of all relevant matters either promptly or at all.

7.6 A court order can compel disclosure of confidential material in certain circumstances.

8 Quality assurance

8.1 It is our aim to provide a consistently high quality of service and to handle your work with professional skill, 
care and attention. If, however, you have any queries or concerns about our work for you, please raise them 
in the first instance with the individual with day-to-day responsibility for the matter. If that does not resolve 
the issue to your satisfaction or you would prefer to speak to somebody else, then please contact the 
supervising partner responsible, or alternatively, your client relationship partner. If that does not produce a 
satisfactory solution, please refer the matter to the Practice Partner at Broomfields Solicitors LLP of Minerva 
House, 7 St John’s Business Park, Rugby Road, Lutterworth, LE17 4HB.

8.2 The Solicitors’ Code of Conduct requires us to have a written complaints procedure. A copy of our Complaints 
Handling Procedure is available on our website.

9 Charges

9.1 We will give you a written estimate of the probable cost of the transaction and also of all disbursements 
which we can reasonably foresee at the start of the transaction. We will notify you in writing if for any reason 
we feel it necessary to vary that estimate and will explain to you why we need to do so. Any additional work 
will be charged in accordance with the appropriate hourly rate as follows:-

Non-Admitted Staff
£

Other Solicitors/Legal 
Executives and fee 

earners of equivalent 
experience

£

Solicitors/Legal 
Executives with over 4 
years post qualification 

experience
£

Solicitors/Legal 
Executives with over 8 
years post qualification 

experience
£

75-126 127-177 178-218 219-255

9.2 We will add VAT to bills at the rate that applies when the work is done. At present, VAT is 20 per cent. Please 
note that VAT is payable on certain disbursements. 
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9.3 We have no obligation to pay disbursements unless the client has provided us with funds for that purpose. 
We shall require such a payment in advance of search fees and other costs.

9.4 Where, for any reason, a matter does not proceed to completion, we will be entitled to charge you for work 
done on a time spent basis and for expenses incurred. Property sales and purchases which fail to complete 
often involve as much work as those which reach completion. Any charge made will not exceed the amount 
of our estimate even if the time spent would justify a higher fee.

10 Invoicing and payment

10.1 We reserve the right to request payments on account of our charges and expenses.

10.2 We will deliver a bill following exchange of contracts and payment is required:

On a purchase; prior to completion;
On a sale; at completion. If sufficient funds are available on completion, and we have sent you a bill, we will 
deduct our charges and expenses from the funds;
Otherwise when an account is prepared and a detailed costs analysis is undertaken.

10.3 If you have any query about your invoice, including the basis on which it has been calculated, you should 
contact the individual with day-to-day responsibility for the matter as soon as possible and in any event 
within one month of delivery of the invoice.

10.4 If an invoice is not paid within one month of delivery, interest will be payable at 4% above the base rate of 
National Westminster Bank plc from time to time on any sums not paid. Such interest will be charged on a 
daily basis from the date one month after delivery of the invoice to the date payment is received by us, 
whether before or after any judgement.

10.5 If an invoice is due for payment and unpaid or a payment is requested on account of charges or expenses 
and is not made, we reserve the right to deliver an invoice for our charges and expenses on each matter on 
which we are instructed by you/or to suspend work on each such matter and/or to retain all documents, 
papers, money or property belonging to you and in our possession, irrespective of the matter to which they 
relate, until all sums due to us have been paid.

11 Liability for charges and expenses 

11.1 You are primarily responsible for paying our charges and expenses even if another party is liable to pay or 
share them by agreement or otherwise.

11.2 If our instructions in relation to a matter are received from more than one party, each party for whom we 
are acting will be separately responsible for payment of the whole of our charges and expenses for that 
matter.

12 Liability

12.1 The Engagement Letter includes a summary of your instructions. We shall not be liable for any failure to 
advise or comment on any matter which falls outside the scope of your instructions.

12.2 We will not have any liability to you for losses, damages, costs and expenses including interest (“Losses”) 
for civil liability arising from:-

12.2.1 your dishonesty, including but not limited to the provision of false misleading or incomplete 
information or documentation by you or on your behalf; or

12.2.2 a fraudulent act or omission committed or condoned by you.

12.3 We will not be liable for any Losses arising from or connected with our compliance with any obligation under 
which we have, or in good faith, believe we may have, a duty to report matters to any relevant authorities 
including (but not limited to) under the Anti-Money Laundering Legislation.

12.4 We shall not be liable for any Losses caused through our not taking particular steps, or ceasing to act 
altogether, where this is, or in good faith we believe it to be, in compliance with our obligations under the 
Anti-Money Laundering Legislation.

12.5 Unless otherwise agreed between us in writing, our aggregate liability, whether to you or any third party, 
for any Losses incurred by you as a result of or in connection with any breach of contract, breach of trust, 
breach of fiduciary duty or tort (including negligence) or other civil liability on the part of Broomfields 
Solicitors LLP or its partners or employees shall not exceed £3,000,000 or the minimum required by law, 
whichever is the greater.

13 Storage of documents 

13.1 We retain all our files and papers (except for any documents which you ask to be returned to you) either in 
their original paper form or scanned in an electronic format.

13.2 Where we retain our file in paper form, we will store it for as long as we consider appropriate, this will 
normally be for a period of 6 years but will never be for a period of more than 12 years. At the end of the 
storage period you authorise us to destroy your file. 
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13.3 Where we arrange for your file to be scanned and the contents stored in an electronic format, you agree 
that we may destroy the original file of papers once the scanning of the paper documents has been 
completed.

13.4 Paragraphs 13.2 and 13.3 do not apply to original Wills, title deeds, powers of attorney and other similar 
documents which will never be destroyed. 

13.5 If we retrieve documents or data from storage in relation to continuing or new instructions for us to act in 
connection with your affairs, we will not normally charge for such retrieval. However, we may make a charge 
based on time spent producing stored documents to you or another at your request. We may also charge 
for reading, correspondence or other work necessary to comply with the instructions given by you or on your 
behalf.

14 Termination 

14.1 You may terminate your instructions by written notice to us at any time but we will be entitled to retain all 
documents, papers, correspondence, money or property belonging to you and in our possession while there 
is any money owing to us for our charges and expenses in respect of any matter on which you have instructed 
us.

14.2 We may decide to stop acting for you where we have reasonable grounds to do so (including (but not limited 
to) failure to pay invoices in full by the due date or to make payments on account when so requested or 
where the result of any credit check we may carry out in relation to you is unsatisfactory to us). We will give 
you reasonable notice in such circumstances.

14.3 In the event of termination you will pay our charges and expenses up to the point of termination. If you ask 
us to release papers on termination, we reserve the right to copy all such papers and to charge you for the 
time and any expenses incurred in doing so.

15 Complaints

15.1 Complaints will be dealt with under the following protocol.

15.2 In the event of a complaint, you should raise the concern in the first place with the person dealing with the 
particular matter. If this does not resolve the problem you should then contact the supervising partner, 
whose name will have been notified at the outset of the transaction. 

15.3 The complaint does not have to be put in writing, although setting out clearly the issues and the actions you 
wish us to take may help us to resolve your concerns more quickly.

15.4 If these steps do not resolve the problem you should contact the client care partner, Kate Burton, by 
telephoning or writing. 

15.5 A full copy of the practice’s Complaints Handling Procedure is available on our website.

15.6 If the complaint is still not resovled at the end of this complaints process you have the right to refer your 
complaint to the Legal Ombudsman at PO Box 6806, Wolverhampton, WV1 9WJ; 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. 

16 Money held by us 

16.1 Money held by us for you, whether on account of charges or expenses, will be placed in our general client 
account with our bankers unless you specifically request a designated deposit account. Interest on money 
held by us will be applied in accordance with the Solicitors Accounts Rules in force from time to time.

16.2 We may retain the first £20 of each amount of interest as and when calculated to help us cover the 
administrative expenses of arranging these calculations and payments and you agree to this.

17 Electronic Communication 

17.1 Unless you tell us otherwise, we may communicate electronically with you or others on your behalf. However, 
electronic transmission of information cannot be guaranteed to be secure or virus or error free and 
information could be intercepted, corrupted, lost, destroyed, arrive late or incomplete or otherwise be 
adversely affected or unsafe to use.

17.2 We each confirm that we each accept these risks and authorise electronic communications between us. We 
will each be responsible for protecting our own systems and interests in relation to electronic 
communications.

17.3 We each agree to use commercially reasonable procedures to check for the most commonly known viruses 
before sending information electronically but you and we recognise that these procedures cannot constitute 
a guarantee that transmissions will be unaffected by hazards.

17.4 All written correspondence (whether hard copy letters or e-mails) with you or others involved in your matter 
will either be printed and retained as a hard paper copy or stored as an electronic copy on your matter file 
within our case management system. If you require a copy of any such correspondence, you may request 
that this is provided to you in paper or electronic format.

http://www.legalombudsman.org.uk/
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18 Financial services 

18.1 We are not authorised under the Financial Services and Markets Act 2000, but we are able in, certain 
circumstances, to offer a limited range of investment services to you because we are regulated by the 
Solicitors Regulation Authority. We can provide these investment services if they are an incidental part of 
the professional services we have been engaged to provide.

18.2 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 we 
are regulated by the Solicitors Regulation Authority and complaints and redress mechanisms are provided 
through the Solicitors Regulation Authority and the Legal Complaints Service.

18.3 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.

19 Insurance mediation 

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

19.2 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.

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

