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TERMS OF BUSINESS

Please read our terms of business carefully. If you require them in larger print,

or if there is anything elsethat we can do to make themmore accessible, please

contact clientcare@howellslegal.com or telephone us on 02920 404020.

1.

DEFINITIONS

The following definitions apply in all cases:

“Terms” shall mean these Terms of Business.

“Us,” “we”, “our” or “firm” shall mean the law firm of Howells Solicitors.

“You” or “your” shall mean our client.

“Contract” shall mean the agreement between us, and you as defined in Clause 2 relating to the
provision of our Services.

“Disbursements” shall mean any costs or expensespaid, or to be paid, to a third party on behalf
of a client or trust (including any VAT element) save for routine office expenses such as standard
postage and courier fees.

“Documents” shall mean documents held for you, our documents and your documents.
“The Engagement Letter” shall mean, in relation to any matter, the letter (or other agreement)

recording the basis of our engagement. This may also be referred to as the “client care letter. It
will refer these Terms to you and set out any other special terms including the work you have
asked us to do and the individuals who will undertake it. Any conflict between the Engagement
letter and these Terms shall be read in favour of the Engagement letter.

“Estimate” shall mean a provisional estimate of our fees which is not intended to be legally
binding.gu

“Partner” shall mean a Partner or Director of Howells Legal Limited or an employee or
consultant with equivalent standing and qualification.

“Quotation” shall mean a firm indication of what our costs shall be for acting for you.

“Services” shallmean all services we provide to you in relation to the conduct of the matter in

which you instruct us.

“SIR cover” shall mean the professionalindemnity insurance cover compulsorily required by the
Solicitors’ Indemnity Insurance Rules.

"Fee-earners" shall include but not be limited to solicitors, trainee solicitors, consultants,

paralegals and legal executives.
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2. THE CONTRACT BETWEEN US

The Engagement Letter, these Terms, any additional terms relating to the provision of a particular
Service and any writtenamendments that we agree with you shall form the Contract. If you continue to
instruct us after receiving these Terms then you will have deemed to have accepted them.

Each additional Engagement Letter agreed between you and us shall form a separate Contract.
Unless otherwise agreed, these Terms apply to any future engagements or instructions you give to us.
3. COOLING OFF RIGHTS

If we meet away from our offices or have not yet met and you are an individual or partnership acting
for purposes which are outside your business, the Consumer Contracts (Information, Cancellation and
Additional Charges) Regulations 2013 apply to our agreement with you. That means that you have the
right to cancel our engagement without charge at any time within 14 working days of your acceptance
of our engagement terms. If you wish to do so you must inform us of your decision to cancel in writing.

Your right to cancel our engagement will not apply if you agree to us beginning work in relation to
your instructions during the relevant cancellation period.

4, WORK THAT IS NOT INCLUDED

Our advice shall not include advice on matters relating to:

= The laws of any jurisdiction other than England and Wales;

= Taxes or duties (which includes Stamp Duty Land Tax and Land Transaction Tax);
= Financial planning; or

= Accounting.

We do not assume any responsibility for work of third parties engaged on your behalf (whether

or not nominated or recommended by us).

5. INSTRUCTIONS & AUTHORITY

If you are a company, partnership or other organisation, we may accept instructions fromanyone within
your organisation unless youhave written to us identifying which individuals, we are to take instructions
from.

When our Contract is with more than one person, unless otherwise agreed in writing, we may:

. Accept instructions from any one of those persons on behalf of all; and
= Correspond with any one of those persons on behalf of all.
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Level of Service

The Partner named in any Engagement Letter as the “Supervising Partner” will be the Partner with
ultimate responsibility for the provision of our services to you. That Partner has complete discretion
to deploy such of our lawyers, trainee lawyers, paralegals or other staff as they deem necessary or
desirable to ensure appropriate delivery of the Services.

We only advise on the Laws of England and Wales. If you require advice on the laws of other
jurisdictions, we will, with your agreement, instruct lawyers practising those laws to give such advice,
on the same basis as we engage other third parties on your behalf.

Our Authority

By agreeing to the Terms you give us full authority to act for you to the fullest extent necessary or
desirable in relation to the instructions that you have provided. In particular, we may engage barristers
(counsel) and other third parties, and otherwise incur on your behalf reasonable expenses of a type
necessary or desirable to incur in relation to the service that we provide to you. We will normally do
this on your behalf as your agent. In some situations however, you may be required to contract directly
with the third party engaged by us and assume direct responsibility for the payment of their fees and
expenses.

If you instruct us in relation to issues that fall outside the range of work that is normally conducted by
the individuals specified in the Engagement Letter, we may refer you to other fee-earners within the
firm who can assist you, subject to your agreement. We may sometimes ask other companies or
people to assist with certain areas of work e.g. typing on our files to ensure this is done promptly. We
will always seek a confidentiality agreement with these outsourced providers. If you do not want your
file to be outsourced, please tell us as soon as possible.

Your Responsibilities

You will (so far as you are practicably able to do so):

= Provide us with timely instructions, information and materials necessary or desirable for us to
perform the Services for you.

= Notify us promptly of any changes or additions to instructions, information and materials
previously provided by you or on your behalf.

= Ensure that all information provided to us is complete in all material respects and not
misleading.

= Notify us if there are any periods when you are not contactable or if you contact details change

for any reason.

Hours of Business

Our normal office opening hours are 8.30a.m. to 5:00p.m. on weekdays. Outside of our normal office
hours messages can be left with our out of hours call handling provider. Appointments can be arranged
at other times when this is essential.
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6. EVIDENCE OF IDENTITY AND OUR RIGHT TO CANCEL

The money laundering regulations and our professional codes of conduct require us to obtain
satisfactory evidence of:

= The identity of our clients.
= Where relevant, the identity of beneficiaries or third parties involved in a transaction.
= In transactional matters information and supporting evidence in relation to source of wealth

and source of funds. Where funds are being received from third parties e.g. gifts in
conveyancing matters, we will also need details of the source of wealth and source of funds
from those third parties.

We will be unable to proceed with a matter if we are not reasonably satisfied about the source and
legitimacy of funds.

To comply with our obligations we need to obtain evidence of your identity as soon as possible. Our
practice is to comply with our client identification requirements using electronic identification and
verification (EID&V) where possible. Further information in relation to our EID&V procedures is
contained within the “Client Information Form”. If you have any concerns or issues in relation to our
client identification procedures, please contact us as soon as possible to discuss other ways to verify
your identity and/or authority to instruct us. If you cannot satisfy these requests promptly, we have
the right to cancel the Contract immediately on giving written notice to you.

Where funds are being received from abroad, we may be required to undertake additional checks to
comply with our statutory and professional obligations, this may include the translation of documents.
In some cases it may be necessary to make an additional charge to cover the extra time taken and cost
of translation. If this is necessary, youwill be advised of the likely cost before any costs are incurred. We
will, however, be unable to continue acting for you until we have fulfilled our statutory and professional
obligations.

7. FEES

Our fees are calculated by reference to many criteria, such as the amount of time taken in providingthe
services in question, the value of any property involved, any skill and specialised knowledge that may
have been required, and the degree of urgency.

The amount of time taken is generally valuedat an hourly rate for the individual concerned. Our current
hourly rates / costs information can be found in the Engagement Letter. We may increase our hourly
rates during the course of any matter which we are working on for you and we shall notify you if this
should be the case. We generally review our rates annually.

Unless we agree to the contrary, any time spent by us in travelling or waiting to attend any meetings
shall be calculated with reference to the hourly rates of the fee-earner in question.
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Our fees are subject to Value Added Tax (VAT) calculated at the applicable prevailing rate.

Our Engagement Letter or, where applicable, our Estimate includes a fee estimate for your matter.
Where possible the Estimate will be for the whole matter. In some circumstances the Estimate may be
for set piece of workor workup to an agreedpointe.g. initial preparatory workbefore court proceedings
are issued. Where appropriate we will provide you with ongoing costs information as your matter
progresses.

Our fees are payable irrespective of whether a matter proceeds to completion . We shall be entitled to
pay our fees out of any sums that we receive or hold on your behalf, such as the proceeds of a sale of
property.

When accepting 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 our fees and expenses. If such request
is refused, we will be entitled to stop acting and require immediate payment of our fees on a time
spent basis and expenses in accordance with these Terms.

8. DISBURSEMENTS AND OTHER COSTS

In addition to our fees, you will also be liable to pay to us, with VAT if applicable:

= All Disbursements incurred on your behalf.
= Cost of all travel and accommodation reasonably incurred by us.

We may require you at any time either to pay us sums on account of any Disbursements or costs that
we may have to incur.

Some disbursements may be incurred and supplied by anothe r party in the Service and where you
agree to reimburse the party the cost of such disbursement this cot may also be subject to VAT.

9. ESTIMATES & QUOTATIONS

Estimates and Quotations are generally based upon your initial descriptionof the matter in questionand
upon any documentation that you might have given us to consider. Such information may not be
sufficient to give an Estimate or Quotation, particularly if documentation needs to be prepared or
negotiated, or if any complicated legal points are involved.

Where a Quotation is given, it must be in writing to be of any effect. Such effect will in any event be
limited in that sometimes a matter is more complicated than we could reasonably have expected from
your description or from a preliminary review of that documentation, or unforeseen issues arise as a
matter progresses which has a bearing on the amount of time which we need to spend. We shall advise
you of any such changes in circumstance, as these matters will fall outside the scope of any Quotation
which we have given. We shall seek to agree with you an additional fee for such matters, but if no
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agreement is made, we shall have the right to cancel this Contract on giving immediate written notice
to you.

If it is not possible to calculate our charges with reference to a Quotation we have given, they shal be
determined with reference to our hourly rates.

Unless we specifically advise to the contrary, all Estimates and Quotations are exclusive of VAT,
Disbursements and other costs.

We will at all times comply with our professional obligation to provide you with the best possible
information about how your matter will be priced. This will be at the time of engagement and when
appropriate as your matter progresses.

10. MONIES ON ACCOUNT

We reserve the right to require you to pay one or more sums on account of our fees and/or any likely
Disbursements or costs at any time before and/or during the course of the work. Any sums we ask you
to pay on account may include an element to reflect any VAT that may be chargeable. These sums wil
be held in your name in our client bank account. If we request sums on account and they are not received
then we reserve the right to suspend acting on your behalf. We are not obliged to use any sums on
account towards payment of any interim invoices but reserve the right to do so.

11. INTEREST

We are required by the SRA Accounts Rules to account to you for interest on money held by us in our
client account when it is fair and reasonable to do so. The holding of client money is incidental to the
carrying out of clients’ instructions. In addition, we are required to hold client money in an instant

access account to facilitate transactions. As a result, the rates of interest paid under this policy are
unlikely to be as high as those that you may be able to obtain elsewhere.

Unless otherwise agreed, and confirmed in writing, interest will be paid on money held in excess of 10
working days and calculated on a daily basis at 1.5% below the rate payable on our client account.
Interest will only be payable where the amount of interest calculated exceeds £75.00.

Where money is held in relation to separate matters for you, we will treat the matters and money as
separate, unless the matters are so closely related that they should be considered together.

Where client monies are held in our general client account, we will pay interest without deducting tax
at source. You will be responsible for declaring any interest to HM Revenue & Customs. Where client
monies are held in a separate designated client account, interest is usually paid net of basic rate
income tax.
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Where applicable interest will be calculated on cleared client funds. In the case of cheques received,
this will be 10 days after the cheque has been deposited with our bank.

We will normally account to you for interest at the conclusion of the matter. You may contract out of
receiving interest by signing a written agreement with us.

This interest policy, including the de minimis limit of £75, will be reviewed periodically, particularly if
changes are made to the Bank of England’s Base Rate.

From these sums, we shall be entitled to settle our invoices for fees, Disbursements or costs after we
have advised you of the fees, Disbursements and costs in question. If it transpires that our invoiced
amounts at the end of a matter are less than the sums that we are holding on account, we shall refund
the balance to you.

12. CLIENT MONEY PROTECTION & FRAUD PREVENTION

We will hold any funds which you remit to us to be held on your behalf in our designated client
account(s). We will only hold your money at a bank or building society as defined by Section 87 of the
Solicitors Act 1974 in that:

= it has permission from the Financial Conduct Authority (FCA) to accept deposits;
= the monies are held at a branch (or head) office of a bank or building society in England and
Wales.

Whilst we monitor circumstances relating to our banks and take such action, we feel is necessary to
protect our finances, we may not be liable to repay money lost through a banking failure. If you are
acting in the capacity of a private individual or small business, you may be eligible to obtain
compensation from the Financial Services Compensation Scheme (FSCS) up to a maximum of
£120,000 in the event of the bank failing. The compensation limit applies to one individual per failed
entity, and so if you hold personal monies with the same bank(or member of a group to which it
belongs), the limit remains at only £120,000. If at any time you wish your funds to be held in a
specific account or in any particular bank or in any other way you should advise us as soon as
possible and confirm any such instruction in writing. We undertake no responsibility to advise you
where or how your funds should be held.

We will provide you with our bank account details once we have completed our identification checks,
and initial checks in relation to the funding of your matter.

Once we have provided you with our bank account details, we will never email you to change our

bank account details. If you receive any email purporting to be from us and relating to financial

transfers, you must assume these are fraudulent communications; do not act on them and report
them as soon as possible to us and to the Police (Action Fraud). If you ignore this warning and send
monies to a different account to the one that we notify you of in writing, we will not be liable for any
losses.
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We will ask you at our first meeting for the account details of where funds should be transferred to
you at the appropriate time, this may include any residual balances that we hold when we finish acting
for you. Itis our policy to do thisin person (as far as possible), and to obtain evidence in support (such
as bank statements, which may be required in any case to comply with our Anti-Money Laundering
obligations. It is our policy never to accept these instructions or any subsequent changes in bank
account details by email and to only accept this and other non-face to face communications (letter,
phone call etc) after authenticating this with you in person or by a telephone call initiated by us and
using the agreed contact number you provide to us at the outset of this retainer. We accept no liability
for delays as a result of this due diligence and expect full cooperation and timely responses from
clients in validating or refuting any such instructions.

13. BILLING AND PAYMENT

We shall invoice you as frequentlyas we think appropriate. Relevant issues in determiningthe frequency
of our invoices will include the nature of the matters on which we have been asked to act, the amount
of our unbilled fees, the amount of time that is being spent on your matters and your financial
circumstances.

Subject to any special terms in the Engagement Letter, billing frequencyis at our discretion depending
on such criteria as the nature of the matters on which we have been asked to act, the amount of our
unbilled fees, the amount of time that is being spent on your matters and your financial circumstances.
We generally invoice our clients on a monthly or quarterly basis and on completion of the transaction.
For conveyancing services, our invoice is raised upon exchange of contracts.

Our invoices are payable in full upon receipt.

If any of our invoices are not paid within 30 days of their delivery to you:

= We may charge you interest on the outstanding amountsat the rate payable on judgment debts.

= We have the right to suspend work on any matters on whichyou have askedus to act, or to cancel
all or any of our Contracts with you on giving you immediate written notice.

= We have the right to apply to Court/Tribunal to be taken off the record as your lawyers in
relation to any legal matter in which we are representing you on giving you 7 days written
notice.

Where the Engagement Letter is addressed to more than one person, or where we have agreed with
the addressee of the Engagement Letter to act for another person as well, each of you shall be jointly
and severally liable for our fees and disbursements and other costs, so that each of you is jointly
responsible for ensuring that our bill is paid, and we can pursue all or any one of you for the whole
amount that is due to us. This shall be the case regardless of any agreement you may have entered
into with anyone else regarding the payment of our fees, disbursements, and other costs.
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As a contractual right, in addition to any right to retain money, Documents and property available to
us under the general law (lien), we have the right to retain your money, Documents and property
(whether held in relation to the Services for which payment has not been made or any other Services)
until you have paid us in full. Please see section 21 for further information.

Our policy is to only accept cash payments up to a total of £300.00 on any matter. If you try to avoid
this policy by depositing cash directly with our bank, we reserve the right to charge you for any
additional checks we decide are necessary to prove the source of the funds. Where we have to pay
money to you, it will be paid by cheque or bank transfer. It will not be paid in cash or to a third party.

We are not permitted to issue a VAT invoice to any person other than you in any circumstances and
you remain liable to us to pay our invoices notwithstanding any right to recovery or indemnity from a
a third party.

14. OUR SERVICE AND COMPLAINTS

We hope that you will be pleased with the Service we provide to you but if you are unhappy with the
Service provided by us or the amount of any bill, please let us know. In these circumstances we have
a written procedure for handling complaints which is available on request by emailing
clientcare@howellslegal.com, or you can download a copy of it from our website at —

www.howellslegal.com.

You also have the right to make a complaint to the Legal Ombudsman but they will usually expect us
to have completed our investigations into your complaint and to have provided you with our final
views on it before they will become involved. They will also usually expect us to have reached this
point within 8 weeks of you first making your complaint to us. There are limitations to the availability
of this service, especially for organisations, and you may wish to consult their website for further
details. Their full contact details are:

postal address:
Legal Ombudsman, PO Box 6167, Slough, SL1 OEH
telephone number: 0300 555 0333

email address: enquiries@legalombudsman.org.uk

website: www.legalombudsman.org.uk

Please also note that there are time limits for making a complaint to the Legal Ombudsman. The Legal
Ombudsman will not usually accept your complaint if:
. more than one year has elapsed from the date of the act or omission giving rise to the
complaint (or the time when you should have known about the complaint); or

. more than 6 months has elapsed since the our written response to the complaint.

TERMS OF BUSINESS — HOWELLS SOLICITORS


mailto:clientcare@howellslegal.com
http://www.howellslegal.com/
mailto:enquiries@legalombudsman.org.uk
http://www.legalombudsman.org.uk/

Given that it may take some time for the Legal Ombudsman to deal with your complaint, it is advisable
to make any complaint promptly after you receive a final response from us.

We are authorised and regulated by the Solicitors Regulation Authority (SRA); our SRA ID number is
607741. The SRA can assist you if you have any concerns about our professional conduct / behaviour.
For more information please visit the SRA’s website — SRA.

15. PROFESSIONAL INDEMNITY INSURANCE & LIMITATION OF LIABILITY

As solicitors we are permitted to put a reasonable limit on our liability to our clients provided that:

= The limit on our liability is not below the minimum level of professional indemnity insurance
cover; and
. We can only limit our liability to the extentthatthe law allows. In particular, we do not limit our

liability for death or personal injury resulting from our negligence.
Our liability to you shall therefore be limited as follows:

= Irrespective of the legal grounds on which any claim against us is made, unless we expressly
state a higher amount in the letter accompanying these terms of business, our liability to you
shall be limited to:
i. £3 million for all claims and losses resulting from one act error or omission, subject to
aggregate limits of;
ii. £3 million for all claims and losses arising from a series of related acts errors or omissions
or;
iii. £3 million for all claims and losses resulting from a series of acts errors or omissions
arising out of or attributable to the same originating cause, source or event, or;
iv. £3 million for all claims arising from the same or similar act error or omissionin a series
of related matters or transactions;
= We will not be liable for any consequential, special, indirect or exemplary damages, costs or
losses or any damages, costs or losses attributable to lost profits or opportunities.
= For the purposes of this clause, a claim against any one or more of our partners, consultants,
assistant solicitors, employed barristers and any other members of our staff (whether employees
or not) shall be regarded as a single claim against us and our liability to you shall be limited
accordingly.

Our professional indemnity insurance cover is underwritten by HDI Global Specialty SE and QBE. Our
professional indemnity insurance is arranged via Global Professional & Financial Risks, A Division of
Lockton Companies LLP whose registered place of business is The St Botolph Building, 138
Houndsditch, London EC3A 7AG. The territorial scope of our professional indemnity insurance cover
for offices in England & Wales is worldwide.

16. JOINT LIABILITY
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If you have a claim against us for any loss or damage for which someone else (including you) could also
be liable, our liability to you in those circumstances shall be limited to a just and equitable proportion of
the loss or damage in question after liability for it has been apportioned between everyone responsible
and for the purposes of this clause:

. “Loss or damage” shall include all recoverable amounts, including legal costs; and

= the ability or otherwise of any person or entity to satisfy any legal claim for any reason including
(but not limited to) death, bankruptcy, or insolvency shall be disregarded; and

= it shall be assumed thatthereare no agreements in force that exclude, limit or cap the liability of
anyone else who might be liable to you.

17. OTHER MATTERS

We shall not be liable to you for any failure to provide our services caused by matters beyond our
reasonable control.

18. REGULATORY MATTERS

We are not authorised by the Financial Conduct Authority. If, while we are acting for you, you need
advice on investments or other regulated activities within the meaning of the Financial Services and
Markets Act 2000, 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 your legal matter. 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.

We are an ancillary insurance intermediary which means we can arrange insurance contracts for our
clients. We are not authorised by the Financial Conduct Authority. However, we are included on the
register maintained by the Financial Conduct Authority so that we can carry on insurance distribution
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, and arrangements for complaints
or redress if something goes wrong, are subject to the jurisdiction of the Legal Ombudsman.

The register can be accessed via the Financial Conduct Authority website.

If you are unhappy with any investment or insurance advice you receive fromus, you should raise your
concerns with the Solicitors' Regulation Authority. Please also see Clause 14 of these Terms.

We have in place professional indemnity insurance cover which meets or exceeds the requirementsof
the SRA. In the event of any failure by us to meet our liabilities, apart from suchinsurance, the Solicitors’
Compensation Fund is in place, from which grants may be given to those who have suffered loss by
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reason of the dishonesty of a solicitor or an employee in connection with a solicitor’s firm or in
connection with a trust of which the solicitor is a trustee.

All UK law firms are subject to reporting, disclosure and other requirements imposed by the UK
regulators or laws, such as concerns HM Revenue and Customs, money-laundering, the proceeds of
crime and terrorist financing. These requirements can override our usual duty of confidentiality to you.
In addition, these requirements may oblige us to ask you to provide us with information that may be
relevant for legal or regulatory purposes at any time. Any failure by you to provide any information of
this sort shall entitle us to cancel this Contract on giving immediate written notice to you.

We are required by statute to make a disclosure to the National Crime Agency where we know or
suspect that a transaction may involve money laundering or terrorist financing. If we make a disclosure
in relation to your matter, we are not able to tell you that a disclosure has been made and we may
have to stop working on your matter for a period of time and may not be able to tell you why.

Despite our best efforts to prevent our firm and our clients falling victim to fraudulent criminal activity,
such incidents can occur. As soon as we become aware that client funds may have been
misappropriated, itis essential that we act quickly and inform the bank, the police and our professional
indemnity insurers immediately to start investigations and recover funds. Depending on the
circumstances, it may be necessary to give the bank, the police and the insurers your details and
certain details of your matter to aid their investigations. It may also be necessary to allow an assessor
or another person unconnected with our firm access to your file. Although we would normally only
disclose this information after obtaining your specific consent, our priority will be to recover your
funds and prevent any further losses. We will therefore assume that happy for us to do this unless you
inform us otherwise.

We are authorised and regulated by the Solicitors Regulation Authority (SRA) and comply with the SRA

Standards and Regulationswhich can be accessed via the SRA website. Our SRA ID number is 607741.

19. CONFLICTS

We have the following rights to cancel this Contract on giving immediate written notice:

- If our own interest conflict with yours; or

= If a conflict of interests arises between you and any of our other clientsin relation to the same or
related matters, or there is a significant risk that this might happen; or

= If any instructions you give us conflict with our professional duties or obligations as solicitors.

In some circumstances our rules of professional conduct may require that we cease to act.

However, this does not preclude us from acting for parties engaged in activities which are similar or
viewed as in competition with you.
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20. JOINT PARTIES

If you and another person jointly instruct us on a matter, you agree that there will be no confidentiality
between you and the other joint client and we will assume that any information you disclose to us can
be shared with the other joint client unless you inform us to the contrary. In most cases we will be
unable to act for both or all co-clients where we are expected to withhold relevant information from
one or more of the others and in such circumstances we may have to cease acting for one or more, or
perhaps all, of the co-clients.

If a conflict of interest occurs between you and a joint client we may have to stop acting for you. A
conflict of interest can arise for a number of reasons. For example:

e yourinterests come into conflict with those of another client by whom we are instructed;
e aconflict arises between our duty to one client to keep information confidentialand our duty
to another to inform them of everything we know which is relevant to their matter.

21. TERMINATION

You may immediately terminate the Contract in writing at any time if you wish us to stop acting for you.
For contentious matters, if we are on the record at Court as acting for you in any proceedings, the
consent of the Court may be required before we can be removed from the record and, to that extent,
your right to terminate our retainer may be restricted.

We may also cancel the Contract:

= On giving you reasonable written notice; or

= If we believe there are circumstances that justify an immediate cessationof the workthat we are
doing for you; or

= In the circumstances provided for in clauses 6, 10, 13, 18, 19 and 20 above.

Circumstances that might justify our ceasingto act for you under the first twobullet points above would
include a non-payment of any of our invoices, your failure to make any payment on account or to settle
any Disbursements or costs which we have requested, or your failure to give us the instructions that we
might reasonably expect in relation to your matter(s).

In the event that we cancel the Contract and cease acting for you, we shall be entitled to charge you a
fee for all the time spent by us up to cancellation, and all the Disbursements and costs we have incurred
or may be liable for up to that pointin time. If it is not possible to calculate our fee with reference to a
Quotation that we have given, our fee shall be calculated on the basis of our hourly rates.

Unless otherwise terminated, our retainer will end when our work on the matter is completed, and our
final statement of account is rendered.

22, PAPERS AND DEEDS
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We are entitled to retain our files and any documents we are holding on your behalf until you have paid
all our invoices. Unless you have already asked us to return any papers to you, we shall keep all files
relating to your completed matters in storage, either in their original form or on some other retrievable
medium, in accordance with our data retention and erasure policy, a copy of which is available on
request. Any deeds shall be retained for not less than 12 years. After the end of the applicable period,
those files will be destroyed, although this shall not apply to any original documents that you have
specifically asked us in writing to keep in safe custody for you.

We do not normally make a charge for retrieving stored paperswhichrelate to current matters, although
we reserve the right to charge youfor any time spent in retrieving papers relating to completed matters
and for any time spent in reading the file, writing letters, or doing any other work at your request.

If you ask us to send any documents to anyone else, we shall not be liable for any loss or damage that
occurs to those documents after they leave our possession. You should also note that, unless we believe
it might be appropriate to do so we will not ordinarily make copies of any lengthy or bulky
documentation which we send to anyone else, unless you specifically ask us to do so, and pay our
copying charges.

23. EMAIL AND IT MATTERS

Unless otherwise agreed, we may use conventional (unencrypted) email to communicate with you and
anyone else that is involved in any matter on which you instruct us. You acknowledge that conventional
email may present securityrisks in certain circumstances, and youshall be taken to have accepted those
risks unless you tell us not to use that means of communication. If you would like us to use encrypted
email for communication purposes you should notify us in writing. We will endeavour to do so, but this
shall also be subject to us making the necessary arrangements with you and any other recipients.

Please note that in order to protect the integrity and security of our IT systems, we may prohibit the
receipt and opening of certain types of electronic files by our staff, and you should note our internal IT
procedures may also impose a delay on our ability to openand deal with certain types of electronicfiles.

Please note that we may record and monitor telephone, fax and email communications that are made
to or from our offices and staff for the purposes of the Telecommunications (Lawful Business Practice)
(Interceptions of Communications) Regulations 2000.

24, RECOMMENDATIONS

If we should recommend the services of anyone to you such as accountants, surveyors, trademarkand
patent agents, foreign lawyers or anyone else, we shall do so in good faith, and this shall be the sole
extent of our liability with regard to the recommendation in question.
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25. AUDITS AND AUDIT ENQUIRIES

If we receive requests for information of an auditing nature from you, your accountants or auditors, we
may address our response to you and we may charge you for the time spent in addressing these
enquiries at our normal hourly rates.

External firms or organisations may conduct audit or quality checks on our firm to ensure compliance
with mandatory requirements such as the regulatory standards and/or voluntary standards such as
the Conveyancing Quality Scheme to which we are accredited. Such external firms or organisations
are required to maintain confidentiality in relation to your files. We operate our own in-house file
review process to ensure our own strict quality standards are adhered to and personnel involved in
the review process are bound by the firm’s confidentiality obligations.

26. THIRD PARTY RIGHTS

Unless we specifically agree to the contraryin writing, we shall act only on your behalf in relation to the
work that we do for you and the Contracts (Rights of Third Parties) Act 1999 shall not apply.

Any legal advice that we give you is for your own use only and we shall not be liable to anyone else in
relation to that advice (including anyone that you pass or transmit it to) unless we expressly agree to be
liable to the recipient(s) in writing or the law imposes such liability on us. Where we act for a corporate
entity (such as a company, limited liability partnership or statutory body) we undertake no duty of
care to any other person such as the directors or shareholders of that corporate entity.

To the extent that the law imposes on us such responsibility to any third parties, our liability to them
shall be limited in accordance with Clauses 15 and 16 and a single limit as set out in clause 15 shall be
shared between such third parties and you.

27. CONFIDENTIALITY, DATA PROTECTION AND COPYRIGHT (PRIVACY NOTICE)

Intended purposes for processing

In order to provide you with legal services, for the administration of our files and records and, if you
agree, to enable us to send you information aboutother services we offer, we will be processing (using
and storing) your personal data, which includes information that identifies you, such as your name,
address and contact information. In some cases we may also process special categories of personal
data, such as your health records and/or criminal conviction and offence records.

The table below sets out typical personal data we may collect, hold and process:

Type of Data Purpose

Your Name To identify you
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Type of Data Purpose

Your Address To send letters to you
Your email address To send communication via email
Your National

To identify you
Insurance Number

Your passport details | To identify you and comply with Anti-Money Laundering regulations

Your driving licence . . . . . .
details To identify you and comply with Anti-Money Laundering regulations

Your utility bill (s) To identify you and comply with Anti-Money Laundering regulations

Lawful bases for processing

We may be required to process your personal data in order to comply with our obligations under
legislation such as the Proceeds of Crime Act 2002, the Money Laundering Regulations 2017, the
Criminal Finances Act 2017, the Foreign Account Tax Compliance Act 2010 (for clients with US ‘person’
status) and under common law. We may, on occasion, be required to share your personal data with
the relevant authorities. This processing of your personal data is to comply with the law, and we would
be unable to act for you without doing so.

In addition, we may process your personal data on the basis that we have a contract with you.
Alternatively, in some instances we may have a legitimate interest in processing your personal data.

Whenever we are processing special categories of personal data, and/or criminal conviction and
offence records, we will only use that data to deliver the services you have instructed us to provide.

All your personal data will be stored, processed, and erased, in accordance with our Data Retention
and Erasure Policy, a copy of which is available upon request from our Data Protection Manager,
Rhidian Hobbs, who can be contacted by telephone on 02920 404027, by e-mail at
rhidian.hobbs@howellslegal.com, or by post at Fitzalan House, Fitzalan Court, Fitzalan Road, Cardiff
CF24 OEL.

Recipients of your personal data

In addition to undertaking our Servies, we may, when required and necessary, share your personal
data with other organisations. Depending on the work we are undertaking for you the other
organisations may include:

. Our firm’s ‘data processors’ who are contractors from whom we obtain operational services
including IT support, message-taking, typing and secretarial support, costs draftsmen, secure
document storage and shredding.

- Other ‘data controllers’ that provide professional or commercial services, such as Counsel, other
solicitors, accountants, medical practitioners, surveyors and estate and letting agents.

] Experts that you and we agree are necessary to assist us to progress your matter.
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= Providers of insurance, financial and banking services to you and/or to our firm.

- HMRC, HM Courts & Tribunals Service, HM Land Registry, Councils and other national and local
government bodies.

= The Solicitors Regulation Authority (SRA), the Information Commissioner’s Office (ICO) and
organisations involved with the preparation, assessment and certification of quality standards
for which our firm is seeking or maintaining accreditation.

= If you agree, to organisations providing marketing services to our firm.

Marketing

We may from time to time wish to send you information which we think might be of interest to you.
This might be information about developments to the law that might be important to you and/or
information about our practice. In order for us to do so, we need your consent. If you do provide
consent now you may withdraw it at any time by notifying us in writing. By agreeing to our terms of
engagement you expressly consent to receive such communications unless you indicate to the
contrary in your acceptance.

Your rights in relation to your personal data

You have the right of access to your personal data and to verify the lawfulness of the processing. If
you would like a copy of your personal data that we are processing please contact our Data Protection
Manager, whose name and addressare above. Please note, we will need to verify your identity before
responding to your request. Normally we make no charge for doing this and will endeavour to send it
to you within one month of receipt of your request. If you notice that any of the information, we send
you is inaccurate or incomplete, please tell us and we will rectify it promptly.

If you are dissatisfied with our response you may complain to a supervisory authority which, in the
UK, is the Information Commissioner’s Office (ICO). The contact details for the ICO are:

= Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF.
= The ICO’s Helpline is 0303 123 1113.
= The ICO’s website is at https://ico.org.uk/.

There may also be judicial remedies available to you.

Erasure of personal data
We will not erase or restrict the processing of your personal data during the period in which we have
a legal obligation to retain that data under the applicable Act, Regulations or in common law.

Where we obtained your personal data to fulfil our contractual obligations to you, or if we have a
legitimate interest for processing your personal data for the exercise or defence of legal claims, we
will erase that data as soon as it is no longer necessary to retain it in relation to the purpose for which
it was originally collected. Please see our Data Retention and Erasure Policy for timescales.
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If you consented to our using your personal data for marketing purposes, we will erase the data used
for that purpose if and when you inform us that you wish to withdraw your consent.

Security

We are committed to ensuring that all information we hold about you is secure. In order to prevent
unauthorised access or disclosure we have implemented appropriate physical, electronic and
managerial procedures to safeguard and protect that information.

Other data controller recipients of your personal data are each responsible for implementing
appropriate physical, electronic and managerial procedures to safeguard and protect that
information, and to keep it secure.

Data processor recipients of your personal data have provided sufficient guarantees that they have
implemented measures to ensure compliance with data protection regulations and to protect your
rights.

Transferring your personal data
We will not transfer your personal data outside the European Economic Area (EEA). We always ensure
that data is protected to the same standards as in the UK.

Future mergers

We may in future wish to merge with another law firm. If so, we may disclose your personal data to a
potential merger partner and/or their advisers, provided they agree to keep your data confidential
and use it only to consider the possible transaction. If the transaction goes ahead, the merger partner
may use your personal data in the same ways as are set out in this Privacy Notice.

Personal data concerning a third party

You should only give us personal data about someone else with their permission. Where you provide
us with personal data about someone else, or someone discloses to us personal data about you, it
may be added to the personal data we already hold and may be used in the ways described in this
Privacy Notice.

28. CONVEYANCING MATTERS

In conveyancing matters when acting for you as a purchaser, we are also acting for your proposed
lender and as such 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 information we receive during the
transaction;

= any cash-back payments or discount schemes that a seller is giving you.

= any arrangements made between you and the seller.
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= any other matters which considerin our unfettered professional opinion to be notifiable to the
lender.

29. REFERRALS & COMMISSIONS

If you have been referred to us by an introducer with whom we have a financial arrangement:

= We shall not disclose your information to that introducer unless you consent;

We shall make clear the amounts involved in your client care letter;

If we also act for the introducerin the same matter and a conflict of interest arises, we may have
to cease acting for you;

Any advice we give will be independent and you can raise questions on all aspects of the matter.

We are prevented by the Solicitors’ Code of Conduct from making a secret profit from our relationship
with you. If any occasion arises where there is potential for us to earn commission, for instance if we
introduce you to another firm to undertake workfor youwhich we cannot do ourselves, we will establish
a separate written agreement to deal with the acceptance and allocation of any commission arising.

30. EQUALITY & DIVERSITY

We have a strong commitment to embracing as well as promoting equality and diversity in the
relationships that we have with our clients, our employees and third parties. If you would like to see
our equality and diversity policy, please let us know.

31. BRIBERY ACT 2010

We are committed to the prevention of bribery and corruption and take our compliance
responsibilities very seriously. In accordance with legislation applicable to us, we have implemented
appropriate policies, training and procedures across our offices to ensure compliance with the law.
32. ENTIRE AGREEMENT

The Contract incorporates and replaces all previous representations and agreements between us
whether written or oral. We and you acknowledge that in entering into the Contract we and you do

not rely on any statement, representation, assurance or warranty (whether made innocently or
negligently) that is not set out in the Contract.

33. LAW AND JURISDICTION

TERMS OF BUSINESS — HOWELLS SOLICITORS



The Contract will be governed by and construed in accordance with the law of England and Wales and
each party agrees to submit to the exclusive jurisdiction of the courts of England and Wales.
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34. SIGNATURE

| confirm that | have read and accept the above terms of business:

Client 1:

Signature: Name:

Date:

Client 2:

Signature: Name:

Date:

Please return a signed copy to us and retain a copy for your own records.
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