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Introduction 
In these terms, ‘we’ or ‘our’ refers to 
Steven Wignall Legal Services Limited 
(t/a Steven Wignall, Notary Public), and 
‘you’ and ‘your’ refers to you and/or any 
principals for whom you may be acting. 

These terms set out the basis on which 
our work for you is carried out. Unless 
otherwise expressly agreed in writing 
between us, our services, and the fee 
charged, are based on these terms.

Services
The services provided by us are those of 
a notary public carrying out all permitted 
notarial activities including, where 
appropriate, arranging legalisation of 
documents and sending them to their 
final destination. Each matter is different, 
but some of the typical key stages 
include:

1. reviewing the document(s) to 
be notarised, together with any 
instructions;

2. liaising with third parties to obtain 
required information (including, where 
documents are to be certified, checking 
that they are genuine);

3. checking the identity, capacity and 
authority of any person signing the 
document(s);

4. meeting with the signatory to check 
that they understand the document(s) 
and are signing them voluntarily, and 
also to ensure that the document is 
executed correctly;

5. preparing appropriate notarial 
certification;

6. arranging legalisation of the 
document(s); and

7. storing copies of the notarised 
document(s).

Hill Dickinson LLP
Premises, staff and systems are shared 
with the solicitors’ practice of Hill 
Dickinson LLP, but our notarial practice is 
independent of that practice.

Referrals
We have no formal arrangements with 
any other person or business relating 
to the introduction of clients. Any such 
informal arrangements we may have do 
not involve the payment or receipt of any 
commission, but may involve our use of 
that other person’s or business’s office 
premises free of charge.

Responsibilities
You agree to provide full and frank 
disclosure of all relevant facts and 
circumstances relating to the matter 
on which you have instructed us. A 
notary’s duty involves a high standard of 
care towards anyone relying on his/her 
certification and we must therefore be 
fully satisfied with all information provided 
before finalising our certification. 

Our responsibility to you is limited to 
carrying out and advising on notarial 
and legalisation formalities. We will not 
provide you with legal advice on your 
transaction.

We seek to comply at all times with the 
approved Code of Practice for Notaries, 
details of which can be found at www.
facultyoffice.org.uk/notary/code-of-
practice/

Fees and expenses
Fees: For straightforward matters, we will 
endeavour to charge a fixed fee which 
includes expenses (where relevant). VAT is 
payable on our fees and our minimum fee 
is £80, plus VAT.

For more complicated matters, our fee 
will be based on our hourly rate of £230, 
plus VAT, and may include, for example, 
time spent on preliminary advice/drafting, 
phone calls, correspondence, travel, 
meetings, and record-keeping. We reserve 
the right to charge an increased hourly 
rate in complex and/or urgent cases, 
and/or where attendances are required 
outside normal office hours. We will also 
be entitled to charge in full for any work 
carried out and/or expenses incurred 
where, for any reason, a matter is not 
completed.

Expenses: Any expenses - e.g. legalisation 
fees, translation fees, company search 
fees, travelling expenses, etc. - are payable 
in addition to our fees. All payments made 
by us to third party suppliers are made 
on the basis that it is your responsibility 
to pay for the goods or services supplied 
and that the payments are made by us 
on your behalf, acting as your agent. By 
accepting these terms of business, you 
are granting us permission to make any 
such payments. 

Estimates: On accepting instructions, we 
will provide you with a written estimate 
of fees and expenses. Any such estimate 
is based on information available to us at 
the time and, although given in good faith, 
will not be binding unless a fixed fee has 
specifically been agreed. We will notify 
you as soon as possible in the event of 
any changes to an estimate.

Payment: Payment of our fees and 
expenses may be made by cash, cheque 
or bank transfer.

Payment is due on notarisation of the 
document(s) and we shall be entitled to 
full payment of our fees and expenses 
prior to release of any completed 
documentation, money or other securities 
held for you. Any invoices rendered 
are payable in full within seven days of 
delivery, failing which (a) if you are a 
consumer, interest will be payable on the 
amount outstanding at an annual rate of 
8%, or (b) if you are a business customer, 
interest will be payable on the amount 
outstanding at an annual rate of 8% above 
the Bank of England base rate, together 
with compensation, in accordance with 
The Late Payments of Commercial Debts 
(Interest) Act 1998, as amended from time 
to time. 

We reserve the right - at our discretion - 
to require payment of some or all of our 
fees and expenses in advance of any work 
being carried out. 

Non-attendance: Should you fail to attend 
an appointment with us without giving 
adequate notice of cancellation, then, 
in addition to charging for any work 
done in advance of the appointment, we 
reserve the right to charge for (1) any 
travelling time and expenses incurred in 
attending the appointment, and (2) a non-
attendance fee of £80, plus VAT. 

Data protection
We need to collect and retain personal 
data from you in order to deal with your 
matter – e.g. we are required to make an 
entry in a permanent, formal register and 
to retain records of all notarial acts – and 
for that purpose are registered with the 
Information Commissioner’s Office under 
Registration No. ZA336906.

All data collected is used solely for the 
purposes of meeting our professional 
and legal obligations. Full details of our 
privacy policy and data processing terms 
are available on our website –  
www.stevenwignall.com – or copies  
can be provided upon request. 
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No. 1 St. Paul’s Square
Liverpool
L3 9SJ

and

50 Fountain Street
Manchester
M2 2AS

18 Henley Drive
Southport
Merseyside
PR9 7JU 

Contact details
Our principal places of business and contact details are:

Signed:

Date:

Liverpool    Manchester    London    Leeds    Piraeus    Singapore    Monaco    Hong Kong

Limitations on liability
Our liability for each separate transaction 
(comprising one or more documents 
for which one charge is made) shall 
not exceed the level of our professional 
indemnity cover (at least £1,000,000.00).

We accept no liability whatsoever 
arising from any incomplete, inaccurate 
or incorrect instructions or information 
provided by you, any third party or agent, 
or for any economic or consequential 
losses. We also accept no liability for 
any losses (including economic or 
consequential losses) incurred as a result 
of the loss of documents or any other 
failure on the part of any postal/courier 
service or other third party instructed on 
your behalf.

The application of any legislation 
conferring contractual or other rights 
on third parties, including the Contracts 
(Rights of Third Parties) Act 1999, is 
excluded insofar as permitted by law.

Client identification
For individuals acting on their own behalf, 
we will need to see a minimum of (1) 
photo ID – i.e. current, valid passport or 
driving licence, and (2) proof of address 
- i.e. an original utility bill/bank statement 
less than three months’ old.

If you do not have these documents or 
are acting in some other capacity - e.g. 
on behalf of a company, as executor of 
a will, etc. - we will advise you on what 
alternative or additional identification is 
required.

Interpretation and applicable 
law/jurisdiction
Our contract with you is governed by the 
laws of England and Wales and is subject 
to the exclusive jurisdiction of the English 
courts.

If any provision of these terms is held by 
any court or other competent authority 
to be void or unenforceable in whole or 
part, these terms shall continue to be valid 
as to the other provisions thereof and the 
remainder of the affected provision.

When you have read and understood 
these terms, please either sign and return 
a copy to us or indicate your acceptance 
in some other way. If you fail to do so, but 
continue to instruct us in relation to your 
matter, then you will be deemed to have 
accepted these terms in any event.

The Consumer Contracts 
(Information, Cancellation and 
Additional Charges) Regulations 
2013
Where you are a consumer and have 
instructed us via a ‘distance contract’ or 
‘off premises contract’, you have a right 
to cancel any contract within 14 days. You 
may, however, expressly authorise us to 
commence work during the cancellation 
period.

Where these Regulations apply and a 
right to cancel exists, cancellation and 
authorisation forms will be provided to 
you, together with these terms.

Termination
You: You may terminate your instructions 
to us at any time by giving us reasonable 
written notice. 

Us: We shall be entitled to terminate our 
engagement with you if we have good 
reason to do so – e.g. you do not pay 
an invoice, comply with a request for a 
payment on account or you fail to provide 
instructions or other co-operation which 
we are reasonably entitled to expect.

In the event of termination either by you 
or by us, we shall be entitled to charge 
for all work carried out, together with 
any expenses incurred, up to the date of 
termination.

Complaints
Our notarial practice is regulated through 
the Faculty Office of the Archbishop of 
Canterbury:

The Faculty Office, 1 The Sanctuary, 
Westminster, London, SW1P 3JT
T: +44 (0)20 7222 5381 
E: faculty.office@1thesanctuary.com 
W: www.facultyoffice.org.uk
If you are dissatisfied about the service 
you have received please do not hesitate 
to contact us.

If we are unable to resolve the matter 
you may then complain to the Notaries 
Society, of which Mr Wignall is a member, 
which has 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,  
PO Box 7655, Milton Keynes, MK11 9NR
T: +44 (0)1604 758 908 
E: secretary@thenotariessociety.org.uk
If you have any difficulty in making 
a complaint in writing please do not 
hesitate to call the Notaries Society/the 
Faculty Office for assistance.

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 six months from the date you 
first notified us 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
T: +44 (0)300 555 0333 
E: enquiries@legalombudsman.org.uk 
W: www.legalombudsman.org.uk
If you decide to make a complaint to the 
Legal Ombudsman you must refer your 
matter to the Legal Ombudsman:

• Within six months of receiving a final 
response to your complaint and

• Six years from the date of act/omission; 
or

• Three years from when you should 
reasonably have known there was 
cause for complaint (only if the act or 
omission took place more than six years 
ago)

The act or omission, or when you should 
have reasonably known there was cause 
for complaint, must have been after 5 
October 2010.

*certain kinds of commercial entities are not eligible to 
make a complaint to the Legal Ombudsman - please 
refer to the Legal Ombudsman Scheme Rules or consult 
the Faculty Office.
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