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[date]
[email address]
	[name of contact person]
[name of client if different from contact person]

[address]


	


Dear [name of contact person]

Our Terms of Engagement with You

1. It was good to [meet with you / speak with you on the phone / receive your email] on [date]. We are pleased to assist you in [brief description of matter].
2. The purpose of this letter is to set out the instructions you have given us and to outline key information about how we will work for you. 
3. Your day-to-day contact at [name of firm] will be [name of person doing the work].  [Name of supervising partner] is the partner with overall responsibility for the matter. Other people may undertake work on your files from time to time. 
4. We will take instructions from and report to [name of client contact person].
5. As discussed [in our telephone call / meeting / email exchange] we will:
(a) [outline of key tasks as agreed]
(b) …
Once we have undertaken that work we will discuss the next steps to be taken.
6. We are obliged to comply with all laws applicable to us in all jurisdictions, including (but not limited to):

(a) Anti-money laundering and countering financing of terrorism laws; and

(b) Laws relating to tax and client reporting and withholdings.

7. We may be required to undertake customer due diligence on you, persons acting on your behalf and other relevant persons such as beneficial owners and controlling persons. We may not be able to begin acting, or to continue acting, for you until that is completed.

8. To ensure our compliance and yours, we may be required to provide information about you, persons acting on your behalf or other relevant persons to third parties (such as government agencies). There may be circumstances where we are not able to tell you or such persons if we do provide information. 

9. Please ensure that you and/or any of the persons described previously are aware of and consent to this. It is important to ensure that all information provided to us is accurate. If the information required is not provided, or considered by us to be potentially inaccurate, misleading, or in contravention of any law, we may terminate or refuse to enter into an engagement.
10. If you have any questions regarding the above please let us know.  If at any time you have any concerns or wish to provide feedback about our service, please do not hesitate to contact [supervising partner] or our [name and position of person authorised to receive and consider complaints]. If we cannot resolve your concerns directly through our internal complaints service you may make a complaint to the Lawyers Complaints Service. Details are provided in the attached information. 
11. We are enclosing our client care information in respect of this retainer, including our basis of charging, general information about the service you can expect from us as your lawyers, and also our standard terms of engagement.
12. Once again, we thank you for your instructions and look forward to working with you.
Yours faithfully
[name of law firm]

[name of supervising partner] / [name of person doing the work]

Partner / [status of person doing the work]

[contact details of person doing the work]  
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