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Please note that these terms of business form a 
binding agreement.  You should read them carefully to 
ensure that there is nothing unacceptable to you.  All 
instructions which we accept incorporate these terms. 
 
SECTION 1 – OUR SERVICE  
 
Hours of Business 
We are open between 9.00am to 5.00pm Monday to 
Friday.  There is an answer machine service available 
outside of these hours at each of our offices. 
 
Offices 
Felixstowe Office: 5 Crescent Road, Felixstowe, 
Suffolk, IP11 7BY - Tel:  01394 273333.  Fax:  01394 
670719. 
Southwold Office: 73 High Street, Southwold, Suffolk, 
IP18 6DS - Tel:  01502 723308.  Fax 01502 723430. 
Woodbridge Office – 19 Church Street, Woodbridge, 
Suffolk, IP12 1DS - Tel:  01394 382777.  Fax 01394 
380424 
Melton Office: 19 Deben Mill Business Centre, Old 
Maltings Approach, Melton, Suffolk, IP12 1BL.  Tel:  
01394 388605.  Fax 01394 386287. 
 
Standard of Service 
We aim to offer all our clients an efficient and effective 
service.  We aim to communicate with you as and 
when necessary and will endeavour to provide an 
update every six weeks unless we otherwise agree a 
different timescale.  We will explain to you the work 
required, whether the likely outcome will justify the 
likely costs, any material change in circumstances, the 
likely timescale, and whether alternative methods of 
funding may become available.  We will review your 
matter regularly. 
 
Complaints 
If there is any aspect of our service with which you are 
dissatisfied, please initially contact the fee earner 
dealing with the matter.  If the matter is still not 
resolved to your satisfaction, please write to our senior 
partner, Mr Stephen Leach, at our Woodbridge office 
setting out your complaint. 
 
You can request a copy of our Complaints Procedure 
from any office and you will find it on our website at 
www.margary-miller.co.uk. 
 
You can contact the Legal Ombudsman at PO Box 
6806, Wolverhampton, WV1 9WJ or by email to 
enquiries@legalombudsman.org.uk or telephone 0300 
555 0333. 
 
Instructions 
All initial instructions received by us will be confirmed 
to you in writing wherever possible. 
 
Your Legal Advisor 
One of our legal advisors will ultimately be responsible 
to you for work done on your behalf.  Details of the 
legal advisor in question will be provided in initial 
correspondence.  However, another fee earner may be 
appointed to deal with the day-to-day conduct of your 
file where appropriate.  You will be made aware of any 
changes of staff dealing with your file except in 
exceptional circumstances and we will seek to 
minimise changes of staff working on your matter 
wherever possible. 
 
Insurance 
The firm holds Professional Indemnity Insurance with 
Ink Insurance Underwriting Limited - Insurers First Title 

Insurance plc.  It is important that you are aware 
that we limit the level of indemnity to £5,000,000.  
This is £3,000,000 above the SRA minimum level 
required.  Cover is worldwide. 
 
Our liability to you for a breach of your instructions 
shall be limited to £5,000,000 unless we expressly 
state a higher amount in writing.  We will not be liable 
for any consequential, special, indirect or exemplary 
damages, costs or losses attributable to lost profits or 
opportunities. 
 
We can only limit our liability to the extent the law 
allows.  In particular, we cannot limit our liability for 
death or personal injury caused by our negligence. 
 
SECTION 2 - MONEY 
 
Fees 
Our professional charges for legal services are 
calculated in accordance with the fee rates prevailing 
from time to time.  These rates are reviewed 
periodically and we will give you advance written 
notice of any change.  We have different fee charging 
arrangements for different types of work, details of 
which will be provided to you by the fee earner dealing 
with your matter in initial correspondence.  Please note 
that if you ask us to undertake additional work or you 
change your earlier instructions, this is likely to 
increase the time taken and our fees will increase in 
line with this. 
 
Fees will be chargeable for the following aspects:- 

 Advising you in meetings and on the telephone. 

 Negotiating with others on your behalf in meetings, 
by letter and by telephone. 

 Considering, drafting and completing documents, 
deeds etc. 

 Preparing for Court or Tribunal hearings including 
travelling and waiting time. 

 Instructing third parties on your behalf. 

 Legal and factual research. 
 
Disbursements 
In addition to our fees, costs may include payments 
which are made to third parties on your behalf as work 
progresses, for example search fees.  These are 
payable immediately when requested.   
 
Money on Account 
We will most likely ask you to pay an amount on 
account of our fees at the start or during the course of 
dealing with the matter.  Any payments will be taken 
into account when our final invoice is produced. 
 
Clients’ Money 
Money which we receive from you to be applied on 
your behalf will be held by us in a separate client bank 
account or, if we consider it appropriate, a separate 
designated account which will be subject to the strict 
provisions of the Solicitors’ Accounts Rules. 
 
We will only pay interest on money held in our clients' 
account if the interest due totals more than £20 gross. 
 
Clearance of Funds 
The Solicitors’ Accounts Rules require us to hold 
cleared funds in our client account before we can 
make a payment out for you.  Four working days must 
be allowed for clearance of any cheques deposited 
with us by you, or by anyone on your behalf.  In many 
instances, it will be both cheaper and quicker for you to 

arrange for funds to be sent to us directly - please 
contact us for details of our client account. 
 
Financial Arrangements 
Our policy is not to accept cash from clients in excess 
of £100.  If you try to avoid this policy by depositing 
cash directly with our bank, we may charge you for any 
additional checks we decide are necessary to prove 
the source of funds.  We would recommend that 
payment is made by cheque or bankers draft. 
 
Payment of Commission 
We cannot make a secret profit from our relationship 
with you.  We must therefore pay any commission we 
receive in excess of £20 to you, unless you agree that 
we can keep amounts exceeding this sum.  Further if 
the commission relates to activities regulated by the 
Financial Services Authority, we must obtain 
permission from you, even if the commission is under 
£20. 
 
Interim Invoices 
If the matter is substantial and runs for some time, we 
reserve the right to issue interim invoices periodically.   
 
Payment Terms 
Our invoices for professional fees must be paid in full 
within 30 days of the invoice date, without any 
deduction by way of set-off, counter claim or otherwise. 
 
If any invoice becomes overdue we reserve the right 
to: 

 Charge interest on the total amount outstanding at 
the higher of 4% above the Bank of England base 
rate or 8%. 

 Require immediate payment of any other 
outstanding invoices. 

 Cease acting for you and instruct our agents, 
usually barristers and experts, to cease acting. 

 Retain all documents, working papers, deeds and 
other items until the outstanding invoice is paid in 
full. 

 
We reserve the right to deduct any invoiced sums, 
whether overdue or not, from monies received by us 
on your behalf before forwarding the balance to you. 
 
We reserve the right not to pay you interest on our 
clients' revenue account if such sums do not exceed 
£20 gross. 
 
All our invoices contain a notice regarding the 
circumstances in which the Solicitors’ Regulation 
Authority and the Court can review the fairness and 
reasonableness of solicitors’ charges. 
 
Directors/Members Personal Guarantee 
If you as a Company or Limited Liability Partnership 
("LLP") instruct us, all directors or members are 
personally liable to meet our fees and disbursements if 
the Company or LLP fails to do so.  We will hold all 
directors or members jointly and severally liable. 
 
SECTION 3 - DATA 
 
Your Responsibility to us 
We ask you to provide us with clear and accurate 
instructions, to deliver all documentation necessary to 
complete instructions in a timely manner, and to 
safeguard any documents likely to be required in your 
matter. 
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Distance Selling 
We carry out work for clients whom we may not have 
met tor whom we met away from our office, and the 
Consumer Contracts (Information, Cancellation and 
Additional Charges) Regulations 2013 may apply to 
your file.  This means you have the right to cancel your 
instructions to us within fourteen (14) days of receiving 
this letter.  You can cancel your instructions by 
contacting us by post or by fax to this office. 
 
Once we have started work on your file you may be 
charged if you then cancel your instructions.  If you 
would like us to commence work on your file within the 
next fourteen (14) days, please sign the Terms and 
Conditions, tick the box below and return it to this 
office. 
 

□  I require you to commence work prior to the expiry 

of the fourteen-day cooling off period allowed under 
the Consumer Contracts (Information, Cancellation 
and Additional Charges) Regulations 2013.  
 
Signed: 
 
Dated:   
 

 
Right to Cancel 
See attached sheet. 
 
Duration of Instructions 
Either you or we may bring instructions to an end at 
any time by notice in writing, but we will not normally 
do so unless a conflict of interest arises, we cannot 
obtain adequate instructions from you, or we consider 
that it would not be in your best interests for the firm to 
continue to represent you.  If instructions are 
terminated, you will be liable for all fees and 
disbursements incurred to date, together with any fees 
and disbursements necessary for the transfer of the 
matter to another legal advisor. 
 
Lien 
If your instructions are terminated by you or us, we can 
keep all your papers and documents while there is still 
money owed to us for fees and expenses. 
 
Papers and Documents 
We reserve the right to destroy our client files after a 
period of not less than six years from completion of the 
matter on which we are instructed by you, unless we 
have instructions from you that you wish the file to be 
retained.  We will normally store deeds and documents 
free of charge.  However, if you wish us to store 
paperwork for longer than the six year period we 
reserve the right to charge you an annual storage fee. 
 
Data Protection 
We will use the information you provide for the 
provision of legal services and for related services 
including the updating and enhancing of our client 
records, analysis to help us manage our practice, 
statutory returns and legal and regulatory compliance.  
Our use of the information is subject to your 
instructions, the Data Protection Act 1998 and our duty 
of confidentiality.  Please note that our work for you 
may require us to give information to third parties, such 
as other professional advisors.  You have a right of 
access under data protection legislation to the 
personal data that we hold about you.  We may from 
time to time send you information that we think might 

be of interest to you.  If you do not wish to receive that 
information please notify our office in writing. 
 
Vetting of Files 
External firms or organisations may conduct audit or 
quality checks on our practice, for example the 
Solicitors’ Regulation Authority.  These external firms 
or organisations are required to maintain confidentiality 
in relation to your file.  
 
SECTION 4 – ADMINISTRATION AND REPORTING 
 
Money Laundering 
The Money Laundering Regulations (MLR) require us 
to obtain information about your identity and verify that 
information.  We are also obliged to keep your identity 
information up to date, and will therefore seek to make 
fresh identification checks on an annual basis. 
 
We require from you:- 

 A certified copy of your passport or modern driving 
licence with photograph attached. 

 Two recent utility or credit card bills showing your 
current residential address.  These bills should be 
dated within the last three months. 

 
If you are a limited company or LLP, we will require the 
above information from the directors or members of 
the company or LLP.  
 
In order to verify the information you provide, we will 
check the details with an external reference agency, 
and will charge a fee of £10 plus VAT.  Part of this fee 
constitutes a disbursement to the credit reference 
agency and part our cost in referring and verifying 
information.  If you have difficulty providing the 
information requested, please contact the fee earner 
responsible for your file to consider other ways to 
verify your identity.   
 
We are required by law to obtain satisfactory evidence 
of the identity of our clients, and sometimes people 
related to them.  This is because solicitors dealing with 
money and property need to ensure that they are not 
being used by criminals wanting to launder money.  
We are obliged to keep your affairs confidential, but 
may be required by statute to make a disclosure to the 
Serious Organised Crime Agency (SOCA) where we 
know or suspect that a transaction may involve money 
laundering or terrorist financing.  It is likely that we will 
not be able to tell you that a disclosure to the SOCA 
has been made but we will have to stop working on 
your matter for a period of time and may not be able to 
tell you why.   We will nevertheless charge you for time 
we spend addressing issues arising from the Act. 
 
Proceeds of Crime Act 2002 
We are required to report to the National Criminal 
Intelligence Service (NCIS) any circumstances which 
cause or ought to cause us to suspect that you or 
anyone involved in this matter has benefited or will 
benefit from some financial crime.   
 
A financial crime means any dealing with the proceeds 
of any criminal activity, including theft, terrorism, drug 
trafficking, failing to pay any tax or duty, or benefit 
fraud, for example failing to pay a vehicle road fund 
licence or television licence.   
 
We are required to report to NCIS and to undertake no 
further work until authorised by them to proceed.  
Furthermore, we are not allowed to tell you that a 

report has been made or explain why we have ceased 
to work.  
 
Any fee earner who spends time addressing issues 
arising from the Act will charge for their time in the 
same manner as other work carried out in relation to 
your matter.  Our duties under the Act take 
precedence over all our professional and contractual 
obligations to you.  By instructing us you accept that 
we will not be liable for any loss you may suffer 
because we have made a report under the Act and/or 
have ceased work while we await authority to proceed.  
 
Mortgage Fraud 
If we are acting for you in a property transaction, and 
also acting for your proposed lender, we have a duty to 
fully reveal to your lender all relevant facts about the 
purchase and mortgage.  This includes any differences 
between your mortgage application and any 
information we receive during the transaction, and any 
cashback payments or discount schemes that a seller 
is giving you. 
 
Financial Services 
We are not authorised by the Financial Services 
Authority.  If while we are acting for you, you need 
advice on investments, we may have to refer you to 
someone who is authorised to provide the necessary 
advice. 
 
However, we may provide certain limited investment 
advice services where these are closely linked to the 
legal work we are doing for you.  This is because we 
are members of the Law Society of England and 
Wales which is a designated professional body for the 
purposes of the Financial Services and Markets Act 
2000.  If you are unhappy with any investment advice 
you receive from us you should raise your concerns 
with the Solicitors’ Regulation Authority and the Legal 
Complaints Service 
 
Insurance Mediation 
We also may carry on insurance mediation activity 
which is broadly the advising on, selling and 
administration of insurance contracts.  This part of our 
business is regulated by the Solicitors’ Regulation 
Authority.   
 
Solicitors’ Regulation Authority 
The Solicitors’ Regulation Authority (SRA) is the 
independent regulatory arm of the Law Society and we 
are subject to the SRA Code of Conduct.  The Legal 
Ombudsman is the independent complaints handling 
arm of the Law Society.  Margary +  Miller is 
authorised and regulated by the Solicitors Regulation 
Authority, Registration No.608253. 
 
About Margary + Miller 
"Margary + Miller" is the trading name of Margary & 
Miller Limited which is registered in England and 
Wales with Company Number 08651681.  A list of 
directors is available from the Registered Office at 19 
Church Street, Woodbridge, Suffolk, IP12 1DS. 
 
We use the word "Partner" to refer to a Director of 
Margary & Miller Limited and the word "Firm" to refer 
to Margary & Miller Limited. 
 
We are registered for VAT.  Our VAT number is 102 
7535 03. 


