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Terms and Conditions. 
 

1. Hours of business.  
 
My hours of business are 9.30 am until 5 pm, Monday to Friday. I am available outside those hours, and am 
willing to see clients at my office, my home address or at their own venue but please note that I may levy 
additional charges for such appointments. 
 

2. Fees.  
 
I will attempt to inform you of my fees from the outset, including disbursements for such matters as translation 
costs, legalisation of documents, courier fees and searches. My own fees are based on the time spent on your 
matter, from start to finish, including taking instructions, giving advice, preparing and drafting documents, 
telephone calls, correspondence by letter, fax and email, and final work including completion of my Notarial 
Register and Protocol.  
 
My hourly rate is £250 plus VAT and my minimum fee for an appointment is £100 plus VAT.  
 
I reserve the right to vary the hourly rate, and the following factors are examples which may affect this- 
complexity or novelty of the instruction; urgency, disruption and rearrangement of other work; work unavoidably 
undertaken outside of office hours. 
 
I will usually give a fixed quotation once I have seen the documents in question and confirmed the work to be 
done.  
 
Payment will be required at the first meeting. Please note that I will retain any notarised documents until the 
account is settled. Payment can be made by cheque to Edward Friend, cash or bank transfer.  
 

3. Your appointment.  
 
I will arrange an appointment with you to take your instructions. Your attendance at this is essential. Please 
bring: 
 
• Photo proof of your identity i.e. current valid passport, driving licence or national identity card 

 
• Proof of your current residential address i.e. utility bill or bank statement from within the last 3 months.  

 
You may also be asked to bring with you other documents, for example if you are acting in a representative 
capacity on behalf of a company or another person. If any of your documents are in a foreign language, an 
official translation may be required.  
 
I will need to discuss your understanding of the transaction itself, and may suggest that you seek advice from 
a lawyer familiar with the law of the country where the transaction is to take place. Please note that I do not 
give advice on foreign law. 
 

4. Complaints.  
 
I aim to provide clients with a high standard of service. However, should you wish to complain, please follow 
the procedure set out below. Notaries are regulated by the Faculty Office of the Archbishop of Canterbury: The 
Faculty Office, 1, The Sanctuary, Westminster, London SW1 3JT, telephone 020 7222 5381, email: 
faculty.office@1thesanctuary.com Website: www.facultyoffice.org.uk 



 
If you are dissatisfied with my service, please do not hesitate to contact me. If I cannot resolve the matter then 
you may complain to the Notaries Society of which I am a member, who have a Complaints Procedure which 
is approved by the Faculty Office. This procedure is free to use and is designed to provide a quick resolution 
to any dispute. 
 
In that case please write (but do not enclose any original documents) with full details of your complaint to: The 
Secretary of the Notaries Society, Old Church Chambers, 23 Sandhill Road, St James, Northampton NN5 5 
LH, or contact via Email: secretary@thenotariessociety.org.uk or Tel. 01604 758908 
 
Finally, even if you have your complaint considered under the Notaries Society Approved Complaints 
Procedure, you may at the end of that procedure, or after a period of eight weeks from the date you first notified 
me that you were dissatisfied, make your complaint to the Legal Ombudsman if you are not happy with the 
result: 
 
Legal Ombudsman, PO Box 6806, Wolverhampton WV1 9WJ, 
Tel. 0300 555 0333, Email: enquiries@legalombudsman.org.uk, 
Website: www.legalombudsman.org.uk 
 

5. Records. At the end of the matter, a formal entry of the main details of your transaction together with copies of 
the notarised document may be kept.  
 

6. Data protection. I use the information you provide primarily for the provision of my services to you and for 
related purposes, including updating and enhancing client records, statutory returns, and legal and regulatory 
compliance. Any information I hold and your personal details will not be passed to third parties, except in 
circumstances relating to the prevention of crime. My regulator makes occasional inspections of notaries’ 
records and may inspect information that I hold without notice to you. 
 

7. Money laundering. Notaries are obliged under Money Laundering Legislation to take measures to protect 
against fraud and forgery. To ensure that that I comply with this, you acknowledge and agree that I may make 
all such enquiries as I deem necessary or appropriate in order to comply with my duty, and you will provide me 
with such documents and information as I may request. Your failure to do so will entitle me to terminate my 
engagement and cease to act for you.  
 

8. Equality and diversity. I am committed to this in all dealings with clients and third parties. 
 

9. Right to Cancel (Consumer Contract (Information, Cancellation & Additional Charges) Regulations 
2013: You have the right to cancel this contract within 14 days without giving any reason. The cancellation 
period will expire after 14 days from the date your receive these Terms of Business. To exercise the right to 
cancel, you must inform us of your decision to cancel this contract by a clear statement in writing by post or 
email. If you requested to begin the performance of services during the cancellation period, you shall pay us 
an amount which is in proportion to what has been performed until you have communicated us your cancellation 
from this contract, in comparison with the full service fee of the contract.  
 

10. The relevant law. The law which governs my contract with you is English law, which will apply to these terms 
of business and the services that I supply. 
 
 
Signature: 
 
 
Full name / or and on behalf of: 
 
 
Dated: 


