MANUEL MARTIN

& Associates
SOLICITORS, NOTARIES&ABOGADOS

41 Whitehall London SW1A 2BY

Telephone: +44 (0) 20 7631 5161

Email: info@mmlawyers.co.uk

Website: www.mmlawyers.co.uk

TERMS AND CONDITIONS OF BUSINESS
PRIVATE CLIENTS

YOUR INSTRUCTIONS [this will be agreed
with you and specified before we accept
instructions] (“Your Instruction”). We are to
act for you in your personal capacity. These
terms and conditions set out the basis on
which Your Instruction will be handled and the
way in which you will be charged. Unless you
ask us otherwise, we will not do any work or
provide you with any advice in relation to
anything other than Your Instruction.

OUR COMMITMENT TO YOU

We aim to:

. Represent your interests and keep your
business confidential;

o Explain to you the legal steps which are
required and the prospects of a
successful outcome;

. Make sure that you understand the
advice which we are giving to you;

. Keep you updated as to progress;

. Keep you updated as to likely costs.

YOUR COMMITMENT TO US

You agree that where you are instructing is on
behalf of any other party (e.g. a company or
partnership) that you are properly authorised to
do so and will provide written confirmation.

You agree that we have full authority to act on
your behalf in all matters related or incidental to
Your Instruction. This includes your authority to;

1. Incur expenses for the proper conduct
of your case

2. To engage law firms or third parties in
other jurisdictions

3. To engage barristers, agents and other
professional third parties

We may require you to enter into agreements
directly with third parties and for you to be
directly responsible for payment of their
charges.

THE TEAM

Manuel J Dofia Martin, Solicitor, Spanish
Abogado and English Notary Public, will be

responsible for your work and will have overall
responsibility for your file. His assistants will
also be familiar with your file and will do what
they can to assist you if you have a query. We
reserve the right to include other members of
the firm in this matter; and we may not be able
to inform you in advance of the involvement of
another member of the firm.

OUR ADVICE
Unless otherwise specifically agreed between
us, the advice that we give you is:
1. Only for you, and may not without our
prior written consent;
a. Be relied on by any third party
b. Be disclosed by you to anyone
not normally authorised with
access to your papers and
records, and only on the basis
that they make no further
disclosure
c. Be quoted or referenced in any
public or published document
2. s limited strictly to the matters it refers
to and not by implication to any others
3. Is limited to the jurisdiction of the courts
of England and Wales, and governed
by and construed in accordance with
the laws of that jurisdiction, unless
expressly stated otherwise; and
4. is rendered at the date of the letter,
email or other written or oral advice

We are not bound to notify you in the event of
any changes in the law following the date upon
which the advice was rendered.

OFFICE HOURS

Our normal office hours are Monday to Friday
9.00am until 6.00pm. | can be contacted during
those times. If | am not available please ask to
speak to my assistants.

PROOF OF IDENTIFICATION

The law requires Solicitors to get satisfactory
evidence of the identity of their clients and
sometimes people related to them. This is
because solicitors who deal with money and
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property on behalf of their client can be used by
criminals wanting to launder money.

To comply with the law, we need evidence of
your identity as soon as possible. Our practice
is to request either your passport or photo-card
driving license and 2 utility bills which are no
more than 3 months old.

For Company clients we will need you to
provide a certificate of Incorporation and
evidence of your authority to instruct us in
addition to your personal identification.

If you cannot provide us with the specific
identification requested, please contact us as
soon as possible to discuss other ways to verify
your identity.

COST ESTIMATE

Where possible, we will provide you with a fee
estimate. Where this is not possible, our work
will be charged on a time basis, in accordance
with our hourly rate, but we can always agree a
fee limit, which we must not exceed without
obtaining your further authority to continue
working.

BASIS OF CALCULATION OF FEES
Professional fees: Our charges are calculated
by reference to the time spent on Your
Instruction. Our hourly rate is £420 plus VAT.
The rates will be reviewed periodically (usually
annually) and you will be advised in advance of
any change.

All time spent with you and third parties on your
behalf in relation to Your Instruction will be
charged at the hourly rate. This includes
meetings, telephone conversations, dealing
with correspondence, emails and documents.
Time spent travelling and waiting is charged at
half the normal hourly rate plus VAT.

If any aspect of Your Instruction becomes
particularly complicated or requires a high
degree of urgency, we may apply a higher
hourly rate where reasonable, for example
where Your Instruction requires urgent
attention, sustained periods of work outside
normal hours or where substantial amounts of
money are involved or particularly specialised
knowledge, or complex or novel problems or
questions. Wherever possible, you will be
advised of this in advance.

In-house expenses: We will charge you at
standard rates for our expenses for
photocopying, printing, binding, faxing, courier
services and all overseas telephone calls.
Details of the standard charges are available on
request.

External expenses: You agree to reimburse
us for all and any disbursements (external

expenses), which we reasonably incur on your
behalf. Before incurring liability we reserve the
right to be placed in funds by you. Such
expenses may include (amongst others) fees
for barristers, experts, and agents. Court fees,
travel and accommodation expenses. This list
is illustrative and not exhaustive.

PAYMENTS ON ACCOUNT OF COSTS &
EXPENSES

We do not ask for monies on account (unless
they refer to fixed-fee work). However, you
must pay any interim bills promptly, and we
reserve the right not to perform any further work
in relation to Your Instruction until we have
received full payment of any interim invoices
sent to you. We cannot be held liable for any
losses you may suffer as a result of our
exercising this right.

POSTAGE, COURIERS, ETC.-

Our duty will be fulfilled when we hand over any
relevant documents to the postal service or
courier company. Unless you arrange your own
collections or courier service, or we have
agreed with you in writing that we will be
sending documents using a specific service
(e.g. recorded delivery) we shall will be entitled
to use whichever postal service or courier
company we decide. You expressly agree not
to hold us responsible in any way should your
documents be lost by the postal service or
courier company and if you instruct us to make
a claim you will remain responsible for our fees
in respect of the time involved in that claim,
which will be charged on a time basis, at our
current hourly rate.

PAYMENT TERMS

We will normally invoice you at monthly
intervals (but we may invoice you sooner or
later at our discretion; you are always entitled to
request an interim bill at any time). Our invoices
are payable within 7 days of issue. If payment is
delayed we reserve the right to charge interest
at 8% per year. We will not be able to continue
working on your matter until payment has been
made in full.

For the payment of invoices and money on
account of costs, we accept bank transfers,
cheques or cash.

Please note that we cannot accept cash
payments in excess of £500 in any one 28 day
period. Should this present any difficulties for
you, please contact us.

UNPAID BILLS

Our bills rendered to you may incorporate this
firms professional fees together with all other
expenses and charges incurred on your behalf.
If any element of our bill to you remains unpaid
in accordance with clause 10 above, we may,
without limiting our available remedies:

Manuel Martin & Associates is a trade name for Manuel Martin & Associates Limited, company number 11950779 registered at Companies
House for England & Wales; and for Manuel Martin & Associates-Notarial Services Limited, company number 11987020 registered at Companies House
for England & Wales



(a) Not perform any further work until all
unpaid bills and expenses and any
interest thereon are paid in full; and/or,

(b) Retain custody of your file of papers
until all unpaid bills and expenses and
any interest thereon are paid in full;
and/or,

(c) Take such other steps, as we deem
necessary in order to recover any
unpaid bills.

COSTS PAYABLE BY OTHERS

Sometimes another person agrees or is
ordered to by a Court to pay, or refund, some or
all of your legal fees. You should note that you
remain ultimately liable for our charges,
including interim bills. Where a Court orders
another party to pay your legal fees it is likely
that this will not cover all of your fees, and it is
for the Court to decide what proportion you
must pay yourself. If the other person is unable
or unwilling to pay your legal fees you remain
liable to us for all of them.

INTEREST PAYMENTS

As we do not hold client money. Any payments
that you make to us is in respect of our fees or
disbursements that we have paid for you and
therefore you are not entitled to any interest.

CONTACT

We shall contact you by telephone, fax, post or
e-mail, please advise us if you have any
preferences. From time to time we may also
need to meet you, and we will liaise with you to
arrange a convenient appointment.

FUTURE MATTERS
Unless otherwise agreed, these terms and
conditions shall apply to all future matters on
which you instruct us.

DATA PROTECTION PRIVACY NOTICE

1. Identity of the Business,

The business of:

MANUEL MARTIN & ASSOCIATES LIMITED
(Company No. 11950779), registered in
England & Wales, ICO registration Z7569080;
and

MANUEL MARTIN & ASSOCIATES -
NOTARIAL SERVICES LIMITED (Company
No. 11987020), registered in England &
Wales, ICO registration ZA531706,

both trading as Manuel Martin & Associates,
of 41 Whitehall, London SW1A 2BY

LIS ” "«

(together, the “Business”, “we”, “us”, “our”).

If you have any questions about this privacy
notice (“Notice”), please contact us by email
at:

info@mmlawyers.co.uk

1. If you have any questions about this
privacy notice (“Notice”), please contact us by
email.

2. The Business will process your and
third parties’ personal data, as further
explained below, in the course of providing
you with notarial and associated services,
including access to our website and online
features (“Services”).

3. We will let you know, by posting on
our website or otherwise, if we make any
changes to this Notice from time to time. Your
continued use of the Services after notifying
such changes will amount to your
acknowledgement of the amended Notice.

4. PLEASE NOTE: You shall and you
hereby agree to indemnify the Business and
its affiliates and their officers, employees,
agents and subcontractors (each an
‘Indemnified Party”) from and against any
claims, losses, demands, actions, liabilities,
fines, penalties, reasonable expenses,
damages and settlement amounts (including
reasonable legal fees and costs) incurred by
any Indemnified Party arising out of or in
connection with any breach by you of the
warranties included in paragraphs 8 & 9.

What is Personal Data?

5. “Personal data” means any
information relating to an identified or
identifiable natural person, known as ‘data
subject’, who can be identified directly or
indirectly; it may include name, address, email
address, phone number, IP address, location
data, cookies and similar information. It may
also include “special categories of personal
data” such as racial or ethnic origin, political
opinions, religious or philosophical beliefs, or
trade union membership, and the processing
of genetic data, biometric data for the purpose
of uniquely identifying a data subject, data
concerning health or data concerning a
natural person's sex life or sexual orientation.

6. The Business may process personal
data and special categories of personal data
which you provide in connection with the
Services about yourself and other data
subjects, e.g. individuals whose details are
included in any materials provided by you to
the Business. The Business may obtain
information about you and other data subjects
from third party service providers, such as due
diligence platforms. If you use our online
Services, the Business may collect
information about your devices including
clickstream data.

7. The provision of certain personal data
is mandatory in order for the Business to
comply with mandatory client due diligence
requirements and consequently to provide the
Services. You warrant on a continuous basis
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that such personal data is accurate, complete
and up to date. Failure to comply may result in
documents being rejected by the relevant
certification authorities, held invalid in the
destination country or other difficulty to
successfully completing the Services.

8. In relation to personal data of data
subjects you warrant to the Business on a
continuous basis that:

(a) where applicable, you are authorised
to share such personal data with the Business
in connection with the Services and that
wherever another data subject is referred to,
you have obtained the explicit and
demonstrable consent from all relevant data
subjects to the inclusion and use of any
personal data concerning them;

(b) to the extent this is required in
connection with the Services, such personal
data is accurate, complete and up to date;
and

(c) either you provide your explicit
consent and warrant that each data subject
has provided explicit consent for the transfer
of personal data to foreign organisations in
connection with the Services as set out at
paragraph 18, or that an alternative legal
gateway for such transfer (such as transfer
necessary for the conclusion or performance
of a contract concluded in the interest of the
data subject) has been satisfied.

How do we use your personal data?
9. The Business will only process

personal data, in accordance with applicable
law, for the following purposes:

(a) responding to your queries, requests
and other communications;
(b) providing the Services, including,

where applicable, procuring acts from foreign
organisations;

(c) enabling suppliers and service
providers to carry out certain functions on
behalf of the Business in order to provide the
Services, including webhosting, data storage,
identity  verification, technical, logistical,
courier or other functions, as applicable;

(d) allowing you to use features on our
website, when you choose to do so;
(e) sending you personalised marketing

communications requested by you, as well as
serving personalised advertising to your
devices, based on your interests in
accordance with our Cookie Statement below.
You have the right to disable cookies as set
out above or to unsubscribe by contacting us.

(f) ensuring the security of the Business
and preventing or detecting fraud;
(9) administering our Business, including

complaints resolution, troubleshooting of our
website, data analysis, testing of new

features, research, statistical and survey

purposes;

(h) developing and improving our
Services;

(i) complying with  applicable law,

including Notary Practice Rules, guidelines
and regulations or in response to a lawful
request from a court or regulatory body.

The legal basis for our processing of personal
data for the purposes described above will
typically include:

. processing necessary to fulfil a
contract that we have in place with you or
other data subjects, such as processing for
the purposes set out in paragraphs (a), (b), (c)

and (d);

. your consent, such as processing for
the purposes set out in paragraph (e);

. processing necessary for our or a

third party’s legitimate interests, such as
processing for the purposes set out in
paragraphs (a), (b), (c), (f), (g) and (h), which
is carried out on the basis of the legitimate
interests of the Business to ensure that
Services are properly provided, the security of
the Business and its clients and the proper
administration of the Business; and

. processing necessary for compliance
with a legal obligation to which we are subject,
such as processing for the purposes set out
in paragraph (i).and

. any other applicable legal grounds for
processing from time to time.

Cookie statement
What exactly are cookies?

10. In order to collect the information
including personal data as described in this
Notice, we may use cookies and similar
technology on our website. A cookie is a small
piece of information which is sent to your
browser and stored on your computer’s hard
drive, mobile phone or other device. You can
set your browser to notify you when you
receive a cookie. This enables you to decide if
you want to accept it or not. However, some
of the Services offered through our website
may not function properly if your cookies are
disabled.

11. Cookies can be first party or third
party cookies.

. First party cookies — cookies that the
website you are visiting places on your
device.

. Third party cookies — cookies placed
on your device through the website but by
third parties, such as, Google.

The cookies placed on our website
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12. We use the following cookies on our
website:
. Strictly necessary cookies. These

cookies are essential in order to enable you to
move around our website and use its features.
Without these cookies, Services you have
asked for cannot be provided. They are
deleted when you close the browser. These
are first party cookies.

. Performance cookies. These cookies
collect information in an anonymous form
about how visitors use our website. They
allow us to recognise and count the number of
visitors and to see how visitors move around
the website when they are using it and the
approximate regions that they are visiting
from. These are first party cookies.

. Functionality cookies. These cookies
allow our website to remember choices you
make (such as your user name, language or
the region you are in, if applicable) and
provide enhanced, more personal features.
These cookies can also be used to remember
changes you have made to text size, fonts
and other parts of web pages that you can
customise. The information these cookies
collect may be anonymised and they cannot
track your browsing activity on other websites.
These are first party cookies.

. Targeting or advertising cookies.
These cookies allow us and our advertisers to
deliver information more relevant to you and
your interests. They are also used to limit the
number of times you see an advertisement as
well as to help measure the effectiveness of
advertising campaigns. They remember that
you have visited our website and may help us
in compiling your profile. These are persistent
cookies which will be kept on your device until
their expiration or earlier manual deletion.

. Social Media cookies. These cookies
allow you to connect with social media
networks such as LinkedIn and twitter. These
are persistent cookies which will be kept on
your device until their expiration or earlier
manual deletion.

13. We may combine information from
these types of cookies and technologies with
information about you from other sources.

Cookie consent and opting out

14. We assume that you are happy for us
to place cookies on your device. Most Internet
browsers automatically accept cookies.
However, if you, or another user of your
device, wish to withdraw your consent at any
time, you have the ability to accept or decline
cookies by modifying your browser setting. If
you choose to decline cookies, you may not
be able to fully experience the interactive

features of our website, our platforms and
Services.

15. When you arrive on our website a
pop-up message will appear asking for your
consent to place advertising cookies on your
device. In order to provide your consent,
please click ‘| understand’. Once your consent
has been provided, this message will not
appear again when you revisit. If you, or
another user of your device, wish to withdraw
your consent at any time, you can do so by
altering your browser settings otherwise we
will assume that you are happy to receive
cookies from our website. For more
information please visit
www.allaboutcookies.org and
http://www.youronlinechoices.com/uk/.

Disclosure of personal data

16. There are circumstances where the
Business may wish to disclose or is compelled
to disclose your personal data to third parties.
These scenarios include disclosure to:

. our subsidiaries or associated offices;
. our suppliers and service providers to
facilitate the provision of the Services,
including couriers, translators, IT consultants
and legalisation and other handling agents,
webhosting providers, identity verification
partners (in order to verify your identity
against public databases), consultants, for
example, in order to protect the security or
integrity of our business, including our
databases and systems and for business
continuity reasons;

. public authorities to carry out acts
which are necessary in connection with the
Services, such as the Foreign Office;

. foreign organisations to carry out acts
which are necessary in connection with the
Services, such as Embassies, Consulates and
High Commissions;

. professional organisations exercising
certain public, governance and archiving
functions in relation to the notaries profession,
such as Chambers of Commerce, The
Notaries Society and the Faculty Office;

. subject to your consent, our
advertising and marketing partners who
enable us, for example, to deliver
personalised ads to your devices or who may
contact you by post, email, telephone, SMS or
by other means;

. successor or partner legal entities, on
a temporary or permanent basis, for the
purposes of a joint venture, collaboration,
financing, sale, merger, reorganisation,
change of legal form, dissolution or similar
event relating to a Business. In the case of a
merger or sale, your personal data will be
permanently transferred to a successor
company;

Manuel Martin & Associates is a trade name for Manuel Martin & Associates Limited, company number 11950779 registered at Companies
House for England & Wales; and for Manuel Martin & Associates-Notarial Services Limited, company number 11987020 registered at Companies House
for England & Wales



. public authorities where we are
required by law to do so; and
. any other third party where you have

provided your consent.
International transfer of your personal data

17. We may transfer your personal data
to a third party in countries outside the country
in which it was originally collected for further
processing in accordance with the purposes
set out above. In particular, your personal
data may be transferred to foreign
organisations such as foreign Embassies
located in the UK or abroad. Such
organisations will process personal data in
accordance with the laws to which they are
subject and international treaties over which
the Business has no control.

18. If the Business transfers personal
data to private organisations abroad, such as
subcontractors, it wil, as required by
applicable law, ensure that your privacy rights
are adequately protected by appropriate
technical, organisation, contractual or other
lawful means. You may contact us for a copy
of such safeguards in these circumstances.

Retention of personal data

19. Your personal data will be retained for
as long as is reasonably necessary for the
purposes listed above or as required by the
law. For example, the Notaries Practice Rules
require that that notarial acts in the public
form shall be preserved permanently. Records
of acts not in public form shall be preserved
for a minimum period of 12 years. Please
contact us for further details of applicable
retention periods. Personal data may for
reasons of security and convenience be
stored on remote data facilities but in an
encrypted form.

20. We may keep an anonymized form of
your personal data, which will no longer refer
to you, for statistical purposes without time
limits, to the extent that we have a legitimate
and lawful interest in doing so.

Security of personal data

21. The Business will implement technical
and organisational security measures in order
to prevent unauthorised access to your
personal data.

22. However, please be aware that the
transmission of information via the internet is
never completely secure. Whilst we can do
our best to keep our own systems secure, we
do not have full control over all processes
involved in, for example, your use of our
website or sending confidential materials to us

via email, and we cannot therefore guarantee
the security of your information transmitted to
us on the web.

Data subject rights

Data subjects have numerous rights in
relation to their personal data. For further
information about your data protection rights
please visit the ICO website https://ico.org.uk/

. Right to make a subject access
request (SAR). Data subjects may request in
writing copies of their personal data. However,
compliance with such requests is subject to
certain limitations and exemptions and the
rights of other data subjects. Each request
should make clear that a SAR is being made.
You may also be required to submit a proof of
your identity and payment, where applicable.

. Right to rectification. Data subjects
may request that we rectify any inaccurate or
incomplete personal data.

. Right to withdraw consent. Data
subjects may at any time withdraw their
consent to the processing of their personal
data carried out by the Business on the basis
of previous consent. Such withdrawal will not
affect the lawfulness of processing based on
previous consent.

. Right to object to processing,
including automated processing and profiling.
The Business does not make automated
decisions. Profiling may be carried out for
Business administration purposes, such as
monitoring trends in user visits of our website,
and in order to deliver targeted ads. The
Business may use third party due diligence
platforms which provide recommendations
about data subjects by automated means. We
will comply with any data subject’s objection
to processing unless we have a compelling
overriding legitimate ground for the
processing, the processing is for the
establishment, exercise or defence of legal
claims or we have another lawful reason to
refuse such request. We will comply with each
valid opt-out request in relation to marketing
communications.

. Right to erasure. Data subjects may
request that we erase their personal data. We
will comply, unless there is a lawful reason for
not doing so. For example, there may be an
overriding legitimate ground for keeping the
personal data, such as, our archiving
obligations that we have to comply with.

. Restriction. Data subjects may
request that we restrict our processing of their
personal data in various circumstances. We
will comply, unless there is a lawful reason for
not doing so, such as, a legal obligation to
continue processing your personal data in a
certain way.

. Right to data portability. In certain
circumstances, data subjects may request the
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controller to provide a copy of their personal
data in a structured, commonly used and
machine readable format and have it
transferred to another provider of the same or
similar services. To the extent such right
applies to the Services, we will comply with
such transfer request. Please note that a
transfer to another provider does not imply
erasure of the data subject’'s personal data
which may still be required for legitimate and
lawful purposes.

. Right to lodge a complaint with the
supervisory authority. We suggest that data
subjects contact us about any questions or
complaints in relation to how we process
personal data. However, subject to the
Complaints Procedure below, each data
subject has the right to contact the UK or
other relevant supervisory authority directly.

23. Complaints Procedure

. We are committed to protecting
personal data. We take all complaints
regarding the handling of personal data
seriously. This policy sets out our procedure
for managing complaints.

. A complaint is any expression of
dissatisfaction regarding how we have
handled personal data, including Insecure
data handling, failure to meet data protection
rights (e.g., Subject Access Requests) or
unfair or unlawful processing

. Individuals can make a complaint by
emailing manuel@mmlawyers.co.uk or by
writing to mefus at: Manuel Martin &
Associates, 41 Whitehall, London SW1A 2BY.
Please include: Your name, contact details,
and full details of the complaint.

. We will acknowledge receipt of your
complaint within 30 days. The complaint will
be investigated by me/us. A substantive
response will be provided without undue
delay.

. We will keep records of all data
protection complaints, including the nature of
the complaint and the actions taken, to help
improve our services.

If you are dissatisfied with our response, you
have the right to complain directly to the
Information Commissioner’s Office (ICO), the
UK’s  supervisory authority:  Information
Commissioner's Office, Wycliffe House, Water
Lane, Wilmslow, Cheshire, SK9 5AF.

STORAGE OF PAPERS AND DOCUMENTS

After we have completed Your Instruction we
are entitled to keep all of your papers and
documents if there is any money owing to us for
our charges and expenses. In addition we shall
keep your file of papers for no less than one
year or the minimum mandatory time period
required. After that storage shall be on the basis
that we have the right to destroy it after such
period as we feel reasonable or to make a

charge for storage in the event that we ask you
to collect your papers and you do not do so.

We will not destroy any documents which you
have instructed us to hold in safe custody, and
we shall give you details of any charge for such
safe storage.

TERMINATION

You may terminate Your Instruction in writing at
any time, and we shall invoice you for the work
done up to that time at the hourly rate stated.
We shall not release your file to you or any
third party until any final bill has been paid in
full and you have completed all necessary
documents in order to release us from any
obligations to you, the court or a third party.

Upon the termination of Your Instruction for any
reason you will promptly pay in full all
outstanding fees and expenses as incurred up
to and including the date of termination together
with all fees and expenses as incurred through
any continuing obligation to you, the court or
any third party.

RIGHT TO CANCEL IN THE EVENT OF OFF-
PREMISES RETAINERS (CONTRACTS)

If you have agreed to a distance or off-premises
contract, you have a right to cancel it without
giving any reason or incurring any liability
during the cancellation period. You may
exercise this right by writing to us stating that
you wish to cancel the contract with us and ask
for acknowledgment of your letter or email (i.e.
you need to ensure that we are aware that you
have cancelled your contract with us).

The cancellation period is 14 days starting the
day after the date that the contract is entered
into and we will not undertake any work for you
during this period.

If you want us to do work urgently, you can ask
us to commence work before the cancellation
period expires; this will need to be an express
request (on a durable medium, if it is for an off-
premises contract). This request means you
must pay for services provided such as the
instructions, even if the contract is later
cancelled. The payment would be based on the
supply of the service for the period for which it
is supplied, ending when we are notified of your
decision to cancel in proportion to what has
been supplied in comparison with the full
contracted service. The payment amount will be
calculated on the basis of the total agreed price.
You will lose your right to cancel the service
contract if the service has been fully performed
at your request and you have acknowledged
that you would lose your right to cancel once
the contract had been completed.

LIMITATION OF LIABILITY

It is a condition of our acting for you that the
limit of our total liability in the event that a
claim is made against us shall be £3,000,000.
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All claims against us arising from:
(@) (i) one act or omission
(i) one series of related acts or
omissions
(iii) the same act or omission in a series of
related matters or transactions
(iv) similar acts or omissions in a series of
related matters or transactions OR
(b) one matter or transaction
will be regarded as one claim for the purposes
of this paragraph.
Nothing in these terms and conditions shall
affect your statutory rights and we do not
restrict or limit our liability to you for death or
personal injury as a result of our negligence.

INDEMNITY

If Your Instruction is authorised on behalf of a
Limited Company or any other legal entity, you
agree to personally indemnify The Firm against
any failure of such a Company or other legal
entity and to be personally liable for all of our
fees and expenses.

Where there is a joint instruction all parties are
jointly and severally liable for the fees incurred.

CLIENT CARE

We shall endeavour to keep you fully informed
as the matter progresses, tell you what action
is being taken and of the progress made.

We will make every endeavour to ensure that
your affairs are handled satisfactorily in all
respects and in accordance with our own
professional rules and etiquette. If however,
you are dissatisfied with any aspect of the
Firm’s work or bill, you should let us know
promptly and address full details in writing of
any complaint to Mr Manuel J. D. Martin
together with any supporting evidence. In any
event, you need to raise any complaints within
a year from the date on which you realised
there was a concern. Any complaint you may
have will be investigated fully and the results
made known to you with a view to resolving
any difficulty. The Firm will aim to resolve your
complaint within 8 weeks from the date on
which your written complaint was received, but
this may not always be possible.

Solicitor Services.-

Manuel Martin & Associates is a trade name
for Manuel Martin & Associates Limited,
company number 11950779 registered at
Companies House for England & Wales,
regulated by the Solicitors Regulation
Authority.

At the conclusions of your complaint process,
you are entitled to complain to the Legal
Ombudsman (PO Box 6806 Wolverhampton
Wv1 9WJ; . 0300 555 0333; e
enquiries@legalombudsman.org.uk; wi
www.legalombudsman.org.uk)

The above complaint to the Legal Ombudsman
must be done within 6 months from the date on

which this firm concluded our internal
complaint process and we wrote to you to
inform you of the outcome, and in any event,
within 12 months from the date when you
realised there was a concern.

You may also have the right to object to the
firm’s bill by applying to the court for an
assessment of the bill under Part Il of the
Solicitors Act 1974.

If all or part of a bill remains unpaid Manuel
Martin & Associates may be entitled to charge
interest (even if you have raised a complaint
about a bill and to the extent that your
complaint is not upheld).

Notary Services.-

Manuel Martin & Associates is a trading name
of Manuel Martin & Associates — Notarial
Services Limited, company number 11987020
registered at Companies House for England &
Wales, whose Director is Mr Manuel Jesus
Dona Martin and is regulated by the Faculty
Office of the Archbishop of Canterbury: The
Faculty Office, 1 The Sanctuary, Westminster,
London SW1P 3JT

Telephone 020 7222 5381; Email
Faculty.office@1thesanctuary.com;  Website
www.facultyoffice.org.uk

If we are unable to resolve your
complaint you may then complain to the
Notaries Society of which Mr Manuel J. Dofia
Martin is 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, P O Box 1023, Ipswich
IP1 9XB, Email
secretary@thenotariessociety.org.uk
If you have any difficulty in making a complaint
in writing please do not hesitate to contact 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
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

If you decide to make a complaint to the Legal
Ombudsman you must refer your matter to the
Legal Ombudsman within one year from the
act/omission or within one year from when you
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should reasonably have known there was
cause for complaint.

ADDITIONAL
NOTARIAL WORK

INFORMATION FOR

The service provided by us as Notaries is that
of a Notary Public carrying out all permitted
notarial activities including, where appropriate,
arranging legalisation of documents and
sending them to their final destination. An
essential part of a notary’s role is to maintain
and keep records. Details of how we handle
your data are set out in this document.

1. Why a notary? It is almost always the
case that you have been asked to see a notary
because you have a document that needs to
be used abroad. Seeing a notary is never a
mere rubber-stamping  exercise. The
international duty of a Notary involves a high
standard of care. This is not only towards the
client but also to anyone who may rely on the
document and to Governments or officials of
other countries. These people are entitled to
assume that a Notary will ensure full
compliance with the relevant requirements
both here and abroad; and to rely on the
Notary’s register and records. Great care is
essential at every stage to minimise the risks
of errors, omissions, alterations, fraud, forgery,
money laundering, the use of false identity,
and so on.

| offer appointments during business hours and
occasionally outside of business hours in
exceptional circumstances. | am also prepared
to make home visits or visit corporate clients at
their place of business. If the notarial
appointments take place outside of my office |
will make an additional charge to cover
travelling time and expenses. Occasionally |
may not be able to see you within the
timeframe you require, or | may decide that |
am not able to act for you in which case | will
advise you that that is the case and will
provide you with the necessary information to
locate an alternative notary.

2, Signatures: The Notary should
normally witness your signature. Please do
not sign the document in advance of your
appointment with me.

3. Papers to be sent to me in advance:
It will save time, expense and mistakes if, as
long before the appointment as possible, you
can let me have the originals or photocopies
of:

e The documents to be notarised;

e Any letter or other form of
instruction  which  you have
received about what has to be
done with the documents;

e Your evidence of identification.

4. Identification: | will need you to
produce by way of formal identification the
original of (in preferred order):
e Your current passport (or, if not
available);
e A current new driving licence (with
photo) or national identity card
If neither of the above are available, please
contact us and we will advise further.

In addition you also need to produce at least
two of the following: utility bill, credit card or
bank statement showing your current address
which should not be more than 3 months old or
council tax bill;

You must also bring any other means of ID
which may be referred to in the papers sent to
you as being required such as a foreign
Identity Card. | may also ask to see further
evidence of identity such as marriage
certificates etc and will advise you of this if
necessary.

5. Proof of names: In a case where the
name on the document is different from the
name you are currently using, or there has
been a variation in the form of spelling of the
name over the years, please provide me as
appropriate with Certificates of Birth, Marriage
or Divorce Decree or Change of Name Deed
showing all the different names that you use.
If there has been a change of name, then | will
need to see a copy of the Deed Poll or
Statutory Declaration which dealt with it.

6. Advice on the document. If you
bring a document to me for authorisation as a
Notary, | will advise you as to the formalities
required for completing it. However, | will not
be attempting to advise you about the
transaction itself.

7. Written Translations: It is essential
that you understand what you are signing.

e |If the document is in a foreign language
which you do not understand sufficiently, |
may have to insist that a translation be
obtained. If | arrange for a translation, a
further fee will be payable and | will
provide you with details of this.

e If you arrange for a professional
translation, the translator should add
his/her name, address, relevant
qualification, and a certificate stating:
“Document X is a true and complete
translation of document Y, to which
this translation is attached.”

8. Oral Interpreter: If you and | cannot
understand each other because of a language
difficulty, we may have to make arrangements
for a competent interpreter to be available at
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our interview and this may involve a further
fee.

9. Companies, Partnerships etc: If a
document is to be signed by you on behalf of a
company, a partnership, a charity, club or other
incorporated body, there are further
requirements on which | may have to insist.
Please be prepared for these and telephone
with any point of difficulty before attending on
the appointment.

In each case: (1) Evidence of identity of the
authorised signatory (as listed above); (2) a copy
of the current letterhead (showing the registered
office if it is a company); (3) a Letter of Authority,
Minute, Resolution or Power of Attorney,
authorising you to sign the document.

Additionally, companies: Certificate of
Incorporation and of any Change of Name, a
copy of the Memorandum and Articles of
Association, Details of Directors and
Secretaries. In all instances | will be carrying
out various company searches, which may
have an effect on the level of fees charged.

Additionally, partnerships, clubs, etc: A
Partnership Agreement; or relevant Trust
Deed; or Charter; or Constitution/Rules.

10. Notarial charges and expenses: Details
of my charges are set out in these Terms and
Conditions.

If the matter is simple | will have provided you
with a fixed fee and a breakdown of
disbursements (such as legalisation fees,
postage, courier fees, etc) as stated in these
Terms and Conditions.

For more complicated or time-consuming
matters the fee will be based on my hourly rate
of £420.00 plus disbursements and VAT as
stated in these Terms and Conditions.
Payment can be made by bank transfer.
Payment of my fee and disbursements is due
when the document has been prepared which |
may retain pending payment in full.
Occasionally unforeseen or unusual issues
arise during the course of the matter which
may result in a revision of our fee estimate.
Examples of this could include where
additional documents are required to be
notarised, additional translations or
legalisations are needed to meet the
requirements of the receiving jurisdiction, third
party fees are adjusted to reflect external
factors such as fuel price changes and so on. |
will notify you of any changes in the fee
estimate as soon as possible.

11. Typical Stages of a notarial
transaction: Each notarial matter is different
and the requirements will vary according to
whether the client is a private individual or a

company. Some of the typical key stages are
likely to include:
¢ Receiving and reviewing the documents to
be notarised together with any instructions
you may have received
e Liaising with your legal advisors or other
bodies to  obtain the necessary
documentation to deal with the document
(e.g. information from Companies House or
foreign registries, powers of attorney etc)

e Checking the identity, capacity and
authority of the person who is to sign the
document

e |If a document is to be certified, checking
with the issuing authorities that the
document/award is genuine. In the case of
academic awards, this would entail
checking with the appropriate academic
institutions.

o Meeting with the signatory to verify their
identity and to ascertain that they
understand what they are signing and that
they are doing so of their own free will and
ensuring that the document is executed
correctly

e Drafting and affixing or endorsing a notarial
certificate to the document

e Arranging for the legalisation of the
document as appropriate

e Arranging for the storage of copies of all
notarised documents in accordance with
the requirements of the Notarial Practice
Rules 2019

12. Service Information

Each notarial matter is different and the
requirements and timescales will vary
according to whether the client is a private
individual or a company and according to the
processing times of third parties such as the
Foreign Commonwealth & Development Office,
legalisation agents, translating agencies and
couriers, etc. 'Some of the typical key stages
are likely to include:

* Receiving and reviewing the documents to be
notarised together with any instructions you
may have received

* Liaising with your legal advisors or other
bodies to obtain the necessary documentation
to deal with the document (e.g. information
from Companies House or foreign registries,
powers of attorney etc)

* Checking the identity, capacity and authority
of the person who is to sign the document

* If a document is to be certified, checking with
the issuing authorities that the
document/award is genuine. In the case of
academic awards, this would entail checking
with the appropriate academic institutions.

* Meeting with the signatory to verify their
identity and to ascertain that they understand

! Notaries may include a sentence here indicating how long they
believe each stage of the particular transaction is likely to take.
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what they are signing and that they are doing
so of their own free will and ensuring that the
document is executed correctly

* Drafting and affixing or endorsing a notarial
certificate to the document

* Arranging for the legalisation of the document
as appropriate

* Arranging for the storage of copies of all
notarised documents in accordance with the
requirements of the Notarial Practice Rules
2019

13. Redress
We are insured under a professional indemnity
policy for £3,000,000.00.

14. Notarial = Records and  Data
Protection: When | carry out my work for you,
| am required to make an entry in a formal
register, which is kept by me as a permanent
record. | will retain a copy of the notarised
documentation with that record. My practice is
a registered with the Information
Commissioner’s Office. Personal data received
from clients is held securely and not capable of
being accessed externally. Data collected as
part of notarial records is used solely for the
purposes of meeting our professional legal
responsibilities as Notaries Public.

CEASING TO ACT FOR YOU

The UK’s sanctions regime requires us to carry
out checks and risks assessments when
undertaking work.

It at any time you become a designated person
or there are any other parties directly or
indirectly involved in the matter on which we are
assisting who is affected by the UK’s sanctions
regime; or if upon requesting all relevant details
of the parties and/or ulterior purpose of the work
or transaction and/or the source of funds we are
not satisfied with the information received,
details provided, explanation given or evidence
relied upon, we shall be entitled to cease acting
for you thus terminating our retainer and we will
inform you accordingly.

This could sometimes happen after we have
carried some or even most of the work and
even if the work or transaction is time sensitive.
You agree that, as long as we have a ‘good
reasons” for the termination of our retainer
(Buxton v Mills-Owens [2010] EWCA Civ 122)
you will not be entitled to make any claims
against us or receive any compensation from us
as a result of any damages you may suffer due
to us terminating our retainer.

APPLICABLE LAW

Any dispute or legal issue arising from our
terms of business will be determined by the law
of England and Wales, and considered
exclusively by the English and Welsh courts.

ACCEPTANCE

These terms together with and subject to any
letter of engagement with which are enclosed
comprise the terms for the provision of legal
services to you by This Firm. It will be
considered that you have accepted these
Terms and any the letter of engagement if, after
receipt, you instruct us or accept advice from
us.
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