
Standard Terms 

 

1. Interpretation and definitions 

1.1 In these Terms and Conditions: 

(a) "we", "our" or "us" means Jordans International Limited and "you" and "your" means 
the person(s) to whom our letter of engagement is addressed, together with any 
person listed in Schedule 2 (if present) to the letter of engagement; 

(b) “Owner” means any beneficial owner of shares in the Company, as listed in Schedule 
2 (if present) to the letter of engagement; 

(c) "Terms and Conditions" means the letter of engagement and these Standard Terms 
together; and 

(d) "group company" means our subsidiaries or parent company and any subsidiary of 
our parent company. 

2. Use of third parties and commissions or other benefits 

2.1 We may, as your agent, directly or through an intermediary ask another contractor (a "Third 
Party Contractor") to carry out some or all of any work which you instruct us to carry out for 
you.  We shall pay the charges of Third Party Contractors on your behalf and recharge them 
to you with our own fees.  We will take all reasonable care in selecting and instructing a Third 
Party Contractor.  However, we have no control over the activities of a Third Party Contractor 
and therefore accept no responsibility for the services provided to you by that Third Party 
Contractor or for any errors or omissions in its work or products. 

2.2 You consent to us sharing such information, (including due diligence information) about you or 
the Company with any such Third Party Contractor as may be reasonably necessary to enable 
the Third Party Contractor to carry out their work. 

2.3 In some circumstances we or one of our associates may receive commissions or other 
benefits for introductions to other professionals that we or such associates arrange for you.  In 
this case, we will notify you in writing of the amount, the terms of payment and receipt of any 
such commissions or benefits.  The fees you would otherwise pay to us will not be reduced by 
such amounts.  You agree that we or our associates can retain the commission or other 
benefits without being liable to account to you for any such amounts. 

3. Dealing with us as agent 

3.1 If the person to whom our letter of engagement is addressed is a professional adviser acting 
on behalf of the Company or any Owner, that professional adviser ("the Intermediary") 
warrants to us that: 

(a) it has authority from the Company and any Owner to instruct us to provide these 
services in relation to the Company and the Owner (as relevant); 

(b) it has made the Company and any Owner aware of these Terms and Conditions and 
in particular the limitations on our liability and the Company and any Owner has 
accepted these Terms and Conditions; and  

(c) the Intermediary agrees to indemnify us and keep us indemnified against any liability, 
costs and expenses which we may incur as a result of any breach of this warranty. 
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4. Clients’ money regulations 

4.1 We may, from time to time, hold money on your behalf.  The money will be held in trust in a 
client bank account, which is segregated from the firm’s funds.  The account will be operated, 
and all funds dealt with, in accordance with the Clients’ Money Regulations of the Institute of 
Chartered Accountants in England and Wales. 

4.2 If we receive any money from you which does not relate to an invoice which has been issued 
by us, we shall treat it as client money and pay it into a designated client account. 

4.3 In order to avoid an excessive amount of administration, interest will only be paid to you where 
the amount of interest that would be earned on balances held on your behalf in any calendar 
year exceeds £25.  Any such interest would be calculated using the prevailing rate applied by 
Barclays Bank plc for small deposits subject to the minimum period of notice for withdrawals.  
Subject to any tax legislation, interest will be paid gross.  

4.4  Where we are in receipt of mixed monies (i.e. client money together with an invoice raised by 
us) that is paid into one of our bank accounts, we undertake to transfer the client monies 
element to a separate client bank account within 48 hours. 

5. Retention of records 

5.1 During our work we will collect information from you and others acting on your behalf and will 
return any original documents to you following completion of the work. 

5.2 Whilst certain documents may legally belong to you, unless you tell us not to, we intend to 
destroy correspondence and other papers that are more than seven years old, except 
documents we think may be of continuing significance.  You must tell us if you wish us to keep 
any document for any longer period. 

6. Conflicts of interest and independence 

6.1 We reserve the right during our engagement to deliver services to other clients whose 
interests might compete with yours or are or may be adverse to yours, subject to paragraph 7 
below.  We confirm that we will notify you immediately should we become aware of any 
conflict of interest involving us and affecting you. 

7. Confidentiality  

7.1 We shall keep confidential the Company’s affairs except and to the extent that:  

(a) the disclosure is made to you or to a person whom we reasonably believe to be the 
Company's professional adviser or authorised by the Company to act on its behalf;  

(b) disclosure is required by law or regulation or any securities exchange or regulatory or 
governmental body to which we or any group company is subject wherever situated;  

(c) we consider it necessary to disclose the information to our professional advisers, any 
of our group companies or any other person provided that we do so on terms 
protecting the information;  

(d) disclosure is necessary to provide our services to the Company, to collect our fees or 
to defend or commence litigation; 

(e) the information has come into the public domain through no fault of ours or was 
disclosed to us without any obligation of non disclosure; or  

(f) consent is given by the Company or on its behalf in writing to the disclosure.  
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8. Data and Consumer Protection 

8.1 We will use personal information which we hold about you to provide our services and 
products to you, for credit control and market research purposes and to inform you about our 
services and products, legal developments and training sessions or events which we believe 
may be of interest to you.  We may share your personal information with other companies in 
our group, including Jordans Limited, Jordan Publishing Limited, Jordans (Scotland) Limited 
and our overseas offices (full details of which are available on our website www.jordans-
international.com), for any of the above purposes. 

8.2 Except in the situations listed above or as required or allowed by law or other regulation, we 
will not pass, disclose, rent or sell your personal information (other than any personal 
information which is already publicly available) to any third party without your prior consent. 

8.3 If you do not wish to receive information from us please write to the Head of Marketing, 
Jordans International Limited, 21 St Thomas Street, Bristol BS1 6JS marking the envelope 
'Data Protection'. 

8.4 You have the right, by written request and on payment of a small fee, to a copy of any 
personal data (as defined in the Data Protection Act 1998) which we hold about you. 

8.5 Under the terms of the Consumer Protection (Distance Selling) Regulations 2000 you may 
have the right to cancel the contract between us within 7 working days of the day after the 
date on which the contract for the provision of services is concluded.  This right to cancel does 
not apply to services once performance of those services has started with your approval. 

8.6 Where we provide a product to you, if you cancel you must return the product to us, at your 
own cost, in its original condition. 

9. Proceeds of Crime Act 2002 and Money Laundering Regulations 2007 

9.1 In common with all accountancy and legal practices, we are required by the Proceeds of 
Crime Act 2002 and the Money Laundering Regulations 2007 to: 

(a) have identification procedures for all new clients; 

(b) maintain records of identification evidence;  

(c) carry out ongoing monitoring of our clients; and 

(d) report, in accordance with the relevant legislation and regulations, to the Serious and 
Organised Crime Agency. 

9.2 If you fail to supply any due diligence which we request we will be unable to provide services 
to you. 

10. Bribery Act 2010 

10.1 You warrant that you will not engage in any activity, practice or conduct which would constitute 
an offence under the Bribery Act 2010 if such activity, practice or conduct had been carried 
out in the UK. 

11. Quality control 

11.1 As part of our ongoing commitment to providing a quality service, our files are periodically 
reviewed by an independent regulatory or quality control body.  These reviewers are highly 
experienced and professional people and, of course, are bound by the same rules for 
confidentiality as our principals and employees. 

http://www.jordans-international.com/
http://www.jordans-international.com/


 
4

12. Contracts (Rights of Third Parties) Act 1999 

12.1 Only someone who is a party to this engagement has the right under the Contracts (Rights of 
Third Parties) Act 1999 to enforce any of its terms.  This clause does not affect any right or 
remedy that exists independently of this Act. 

12.2 The advice we give you is for your sole use and is confidential to you and will not constitute 
advice for any third party to whom you may communicate it.  We accept no responsibility to 
third parties for any aspect of our professional services or work that is made available to them. 

13. Fees 

13.1 Our ad hoc fees are calculated on the basis of the time spent on your affairs by our employees 
and on the levels of skill or responsibility involved. 

13.2 You are responsible for the payment of our invoices, even if you are an Intermediary.  The 
amounts payable under this engagement do not include value added tax, sales tax or other 
similar taxes, which will also be payable by you. 

13.3 We may review our fees and mail handling charges from time to time.  We shall notify you in 
writing of any such review, and any changes shall apply in respect of invoices issued with or 
after this notification. 

13.4 We may require cash payment in advance before providing any services.  Where we have 
agreed credit terms for you our invoices are due for payment 30 days from their date.  We 
reserve the right to charge for costs and expenses incurred in recovering late payments, and 
to charge interest at the rate then in force pursuant to the Late Payment of Commercial Debts 
(Interest) Act 1998 as at the due date. 

13.5 We may also terminate the provision of our Services if our fees are not paid by their due date 
– see paragraph 14. 

13.6 Where any invoice remains outstanding for more than 30 days you authorise us, without any 
further authority or notice to you, to use any money held either in a designated client account 
on your behalf or held in any bank account in the Company’s name to which we or our 
officers, or employees are an authorised signatory, to settle all amounts due under this 
invoice, together with any interest then due and payable in respect of it, irrespective of 
whether that invoice relates to the Services. 

13.7 If the provision of any of the Services is terminated for any reason, or does not otherwise 
proceed to its conclusion, we shall not be required to refund all or any part of the annual or 
any other fee. 

14. Termination  

14.1 Either one of us may terminate our engagement or the provision of any part of the Services at 
any time: 

(a) by giving not less than 30 days' written notice to the other; or 

(b) with immediate effect if one of us commits a material breach of its obligations under 
this engagement and, where such breach is capable of remedy, fails to remedy such 
breach within 30 days of receiving notice in writing from the other to so remedy. 

14.2 In addition, we may terminate this engagement or the provision of any part of the Services by 
written notice with immediate effect if: 
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(a) any sum due to us is not paid on its due date (whether due in accordance with this 
particular engagement or otherwise); 

(b) the Company is unable to pay its debts as they fall due within the meaning of Section 
123, Insolvency Act 1986, a receiver, administrator or trustee in bankruptcy is 
appointed over or in relation to the Company's assets or a resolution is passed or an 
order made for the Company's winding up (or an event occurs within the jurisdiction of 
the country in which the Company is situated which has a similar effect);    

(c) any legal proceedings are threatened or commenced against the Company; 

(d) the actions or identity of you, the Company or persons associated with you or the 
Company have caused or are likely, in our opinion, to cause us or any of our group 
companies to be in breach of any law or regulation or to incur any liability in any 
country or jurisdiction whatsoever or to damage in any way our reputation or the 
reputation of any of our group companies; or 

(e) any information, assurance or warranty given to us by you, whether in the 
engagement letter or otherwise, is found to be incorrect, insufficient or misleading in 
any material respect. 

14.3 The failure to terminate this engagement when any of the events set out in sub-clauses 14.1 
or 14.2 occurs shall not prevent the termination of this engagement at any future time so long 
as the relevant circumstances subsist at that time. 

14. Consequences of termination  

15.1 On termination of the provision of the Services under this engagement we shall:  

(a) immediately cease to provide the Services as specified in the termination notice and 
be under no further obligation to undertake any further services for you; 

(b) procure that any person provided by us shall resign from any office or position held as 
a consequence of providing the Services under this letter of engagement and so notify 
any relevant authority; 

(c) be under no further obligation to receive or forward any correspondence for the 
Company and may, at our discretion and without incurring any liability, destroy or 
return correspondence to sender and notify correspondents that you may no longer be 
contacted at our address; and 

(d) transfer the Company’s statutory registers and original documentation to the person 
that, within 7 days of the termination date, you specify to us in writing. 

15.2 On termination of the provision of the Services under this engagement you shall: 

(a) where we have provided a registered office address, promptly arrange an alternative 
address as the Company’s registered office and, if we so require, provide us with a 
duly signed and completed statutory form for filing with Companies House notifying  
the change;  

(b) where we have provided a registered agent and address, promptly appoint an 
alternative agent and address and provide any documentation which we may require 
to evidence this change;  

(c) take reasonable steps to notify all the persons to whom our address was given that 
the Company may no longer be contacted at our address; 
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(d) within 7 days of the termination date, notify us of the name and address of the person 
to whom the Company’s statutory registers and original documentation should be 
sent; and 

(e) ensure that any other steps are taken to give prompt effect to these changes. 

15.3 We may, at our expense and as our last act as secretary or registered agent (if applicable), 
notwithstanding the termination of this engagement, complete, sign, register in the Company’s 
books and file or otherwise publish on your or the Company’s behalf any information, papers 
or forms to give effect to all or any of the resignations or changes required as a result of the 
termination of this engagement. 

15.4 We shall not be liable in any way to you, the Company or any other person for any loss or 
damage whatsoever arising directly or indirectly from the termination of this engagement, the 
resultant withdrawal of services or the exercise of our powers pursuant to paragraphs 15.1 or 
15.3. 

15.5 Termination of this engagement is without prejudice to any rights or obligations outstanding or 
accrued at that date and to the continuing effect of those provisions of this engagement which 
are expressly or by implication provided to come into effect on, or to continue in effect after, 
termination. 

16. General  

16.1 We may transfer or assign our interest and obligations in this engagement to any group 
company. 

16.2 Any notice shall be given in writing and signed by or on behalf of the party giving it and shall 
be delivered in person or by pre-paid first class post or transmitted by facsimile to the last 
known address or facsimile number of the party being served, or to such address or facsimile 
numbers which have been notified in writing to the other for this purpose from time to time. 

We may also give notice to you by email transmitted to your last known email address, or to 
such email address which has been notified in writing by you to us for this purpose from time 
to time.  You may not give notice to us by email.  

16.3 A notice shall be deemed to have been served: 

(a) at the time of delivery, if delivered personally; 

(b) 48 hours after posting in the case of an address in the United Kingdom and 96 hours 
after posting for any other address; and 

(c) 2 hours after transmission if served by facsimile or email during normal business 
hours of the recipient, and at the opening of business on the following day if not sent 
during such normal business hours. 

17. Professional rules and practice guidelines 

17.1 We will observe the bye-laws, regulations and ethical guidelines of the Institute of Chartered 
Accountants in England and Wales and accept instructions to provide services to you on the 
basis that we will act in accordance with them.  You can see copies of these requirements in 
our offices.  The requirements are also available on the internet at 
www.icaew.com/membershandbook. 

http://www.icaew.com/membershandbook
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