
 

 

Terms of Engagement - SALE 

 

Firstly, thank you for choosing this Firm to represent you.  We hope that your experience of our service will meet with 

your expectations. You can rest assured that this practice will do everything within its power to ensure that your 

business is conducted in a professional fashion and proceeds smoothly. 

 

The principal purpose of this letter is to lay down our respective obligations and to provide you with certain 

information. 

 

We undertake we shall use our best endeavours to:- 

 

1. Keep clients fully advised of all developments in their transaction be that via myself or one of our legal staff. 

Please note that should you be unable to speak to your principal contact within the Firm then please do not hesitate 

to speak to anyone else here as we all have immediate access to your file and are able to update you on matters 

therein or take any information from you that has been requested. 

 

2. Copy to clients relevant correspondence, deeds and documentation; 

 

3. Return all telephone calls within 3 hours where possible and in any event upon the day of receipt; 

 

4. Be available for appointments at times suitable to our clients and outwith working hours, if necessary; 

 

5. Advise of any potential problems which may delay conclusion of any transaction as soon as these arise; 

 

6. Provide written quotations of fees and outlays as soon as practical. 

 

In turn we would draw your attention to the following:- 

 

1. If any documentation is requested from clients, eg.  Building Warrants, salary references, etc., these ought to be 

provided within 72 hours or as soon as is practical. 

 

2. Fees (including where applicable interim fees) may be requested prior to the conclusion of an item of business, eg.  

prior to the date of entry.  Payment will be required within any stated time limit. 

 

3. Any other sums of money required to be paid to the practice, eg. deposits will in all cases require to be paid, if by 

cheque one week prior to the date of entry, and if in cash no longer than one day prior to the date of entry. 

 

4. Clients are asked to remember that quotations of fees are liable to amendment in the event of the work required 

involving more than normal time or being of an unusually complex nature. 

 

5. In the event that we are required to deposit any funds on your behalf, we have negotiated a very favourable rate 

with the Royal Bank of Scotland plc, the interest rate of which is higher than you would be able to achieve yourself 

on the financial markets as these funds are pooled with other funds that we hold on deposit for clients of the Firm 

and interest is then paid on all the accounts based on the total funds deposited by us, and for this Royal Bank of 

Scotland plc pay us 0.25% of the gross interest on sums below £10,000 and 0.55% of the gross interest on sums 

above £10,000 for sums invested on your behalf. 

 

 

GRIEVANCES 

 

We hope you will have none.  However, where these arise a complaints procedure is in place.  In the first instance, 

complaints should be directed in writing to the Senior Partner. Those with grievances will then be invited to meet and 

air these with a view to a mediated settlement. 

 

Clients should of course be aware of their right to seek separate legal advice in any such situation and to refer such 

matters to The Law Society of Scotland, Client Relations Department, 26 Drumsheugh Gardens, Edinburgh. 

 



Finally in terms of the Law Society of Scotland Rules we require to verify the identity of each client.  We would 

therefore be most obliged if you would kindly assist us in connection with this matter by forwarding to us at least two of 

the following items (on the understanding that we shall of course return these to you as soon as the contents have been 

noted). 

 

One of which should be from Section A 

 

Section A 

 

1. Passport or identification document bearing photograph 

2. Current Driving Licence 

3. Bank/Building Society Passbook 

4. Pension Book 

 

Section B 

 

1. Gas/Electricity/Telephone Bill 

2. Council Tax Demand 

3. Bank/Building Statement 

4. Mortgage Statement 

 

 


