


Appendix C

Specimen client care letter for unbundled (limited retainer) civil law services – advice only

This specimen client care letter is intended as a template for a standard pro-forma letter for discrete pieces of unbundled advice that is provided to a client in during a single interview. We suggest that this letter is issued to the client on each attendance even if it relates to the same matter for which advice has previously been provided. This template primarily focuses on issues relating to provision of unbundled services and in drafting your client care letter you should also have regard to any other applicable requirements set out in the Law Society’s Client Care Letters Practice Note and Provision of Services Regulations 2009 Practice Note :


This letter sets out the terms on which we are able to assist you in respect of the matter for which you are seeking legal advice. We will take your instructions and assist you on the following terms:

You are being advised by [insert name of advisor] who is a [insert status of advisor]

We will assist you on an ‘unbundled’ or ' limited retainer' basis, the features of which are explained below. We will only advise you on the matter in respect of which you are seeking advice today and this agreement is limited to the advice we give you today. 

In addition to this client care letter we will also give you a separate document which includes the following information:

· Details of the problem / issue for which you are seeking legal advice or assistance
· Confirmation of the type of advice / assistance we are agreeing to provide
· Confirmation of the advice / assistance we have actually given you
· A list of any documents or other evidence you have shown us.

[Alternatively incorporate the above information into the this client care letter]

We are not agreeing to provide any further advice under this agreement or to act as your representative or advocate in respect of court proceedings or in any communication with third parties. 

If you require further advice from us on this matter or a related matter or any other matter you should make another appointment with us and any further advice provided will be on the basis of a separate agreement. 


Under this agreement we cannot conduct litigation for you. This means that as far as any court or tribunal proceedings are concerned we will not act as your representatives. We can advise you about how to represent yourself but you will remain responsible for issuing proceedings, dealing with all correspondence and other communication with the court and other parties. If you require us to represent you in litigation we will be pleased to discuss with you how we can assist under a different agreement.

All advice we provide to you is based on our understanding of the law as it applies at the time it is given to the facts you have told us about and any documents you have shown us. We cannot be liable for any incorrect advice provided on the basis of inadequate information you have given to us. 

If we think that any information you have given us is inadequate we will not be able to advise you until the further information we ask you to obtain or verify is provided and a further meeting may be required. 

If at any point we think that the matter is too difficult for you to deal with yourself even with the benefit of our advice, we will not be able to assist you on an unbundled basis under this agreement. You may then wish to instruct us as your legal representatives under a new agreement but you are also free to seek advice elsewhere.

As solicitors we have a professional duty to the court as well as to you our client. If we become aware that you have misled or intend to mislead the court in any way we will advise to you bring this to the attention of the court. If you do not do so we will not be able to continue to advise you. However your dealings with us are confidential and protected by legal professional privilege so we will not provide any information about you to the court or any other party without your permission. 

 If you are seeking advice about legal proceedings where you may wish to claim costs from your opponent, you should advise your opponent as soon as is reasonably practicable that you have incurred the cost of legal advice about the case and if you are successful you may seek to claim the cost of this advice from them. 

We will keep a copy of your personal details, record of interview and any document we have assisted you to draft or complete.  We will also need to retain copies of documents or other evidence you have shown us that is relevant to the advice we give you. 


Fees

We will charge you at the rate of     per [5 minutes /half hour / hour etc]

Or

We will charge you a fixed fee of [    ] [up to a maximum of eg 1hour]

You must pay our fee on the date of you attendance at our office before you leave. We regret that we cannot offer credit.

Any further attendance at our office will be subject to further charges. If you instruct us again on an unbundled basis, the charges will be at the same rate subject to any future increases or revisions to our fee schemes that we may implement. If you instruct us on a different basis we will inform you of our fee arrangements at the time.

Data Protection Act

See Client Care Letters Practice Note


Complaints

[Insert or attach your complaints procedure and ensure it contains details of how to complain to the Legal Services Ombudsman – see also Client Care Letters Practice Note ]


Insurance

We have professional indemnity insurance to cover any claim brought by you in the unlikely event that we breach our duty of care to you. 

[Insert or attach details of PII insurer – see also Provision of Services Regulations 2009 Practice Note]



