Bournemouth District Law Society Local Conveyancing Protocol 2024
1. Opening correspondence be by way of hard copy letter and if the matter is very urgent the letter can be scanned and e-mailed as well, having checked the e-mail address of the correspondent in the firm to which the letter is being sent.  Please do not send to a generic office email address as this inevitably causes delay and may not reach the individual recipient.
2. The opening correspondence should confirm that you are instructed, the Fee Earner/Case handler who is to deal with the matter, their qualification or experience, specify who will be Supervising and state the Supervisors qualification, location and position in the firm.
3. In addition this opening correspondence should confirm that they have complied with the ID and money laundering requirements in accordance with the Law Society Protocol and Money Laundering Regulations or if they have not they would so confirm and then deal with it subsequently.

It is hoped that all local Firms will do this as a matter of course but obviously Firms will have to make their own decision about Firms out of the area or that they do not know or circumstances otherwise cast doubt.

4. Contain confirmation of the Firm’s Client Bank account that will be used in the transaction and that those bank account details will not change. If a firm opts not to provide that information at this stage it confirms that the information will be provided and that it will only be provided in written correspondence which is posted or faxed and that no bank account information will be supplied electronically.

5. It is suggested that Firm’s maintain a record of other firms bank account details within their accounts Department who will then be able to use this is a further means of account verification on future transactions. It is assumed Firms will also be aware of the facility within Lender Exchange for the verification of Client Account information.

6. Initial correspondence should indicate how each firm proposes dealing with the transaction what documentation will be sent by post or by e-mail and agree these arrangements with the other firm both as a matter of courtesy and also within the parameters of the Protocol.

7. When replying to enquiries it would be helpful if possible that all enquiries are replied to at the same time or failing that that the vast majority were dealt wih rather than piecemeal.  This should ensure efficiencies in managing enquiries, checking all replies have been received and avoid agents ringing to say replies have been sent or received when only part replies have been provided.

8. Completion monies should be sent by CHAPS/TT and not by the use of Fast Pay or other electronic banking. Alternative methods are not secure and do not comply with Money Laundering rules and in any event do not comply with the Standard Conditions of Sale.

9. Deposits
It should be noted that there are risks attached to deposits being Held to Order but these have to be weighed against the convenience which such agreement provides. It is suggested that where completion will take place within ten working days of exchange then this method would generally be acceptable if you are confident of the firm you are dealing with. If completion is over 10 working days then the deposit should be paid by cheque or CHAPS/TT or alternatively by BACS, the latter by agreement with the other side.

10. Exchange of Contracts

We commonly use the Law Society Formulas for exchange but please remember that the use of the Formulas includes a series of Undertakings. Support staff dealing with transactions often are not aware of the timescales and the action required by these undertakings and contracts and deposits are not provided in a timely manner.  All staff should comply promptly with these undertakings or agree a variation when contracts are exchanged.
11. Retentions

In view of the cost of administering retentions it is proposed that retentions will not be agreed where the amount is less than £500.00.  This will avoid the cost of administering retention monies and complying with accounting rules relating to the holding of client monies.  If a retention is required following clients instructions, dealing with the retention should be subject to paying the solicitors costs.

If however there are complicating factors that should not detract from the need for a retention in special circumstances.

12. The Law Society Code for Completion by Post 2019

The new Code was introduced on the 1st May 2019 and all Firms who are members of CQS are to use it and those Firms adopting the Protocol.  It includes important ID and Money Laundering compliance assurances.

All Firms should confirm at the outset they will be using the Completion Code.  Would all Firms please ensure support staff are familiar with it.  It contains important undertakings”
