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Terms and Conditions1  

We understand engaging our legal services simply and easily is of great value to you.  
That’s why we have put together these online terms and conditions, which, with the 
online form that you have completed, make up what is formally known in the legal 
profession as the costs agreement and disclosure notice. 
 

To enter into an agreement with us for supply of legal services please take the following steps: 

1. Read and understand the engagement form that you have just completed;2 

2. Read and understand the disclosure notice and costs agreement contained in these 
terms and conditions; and  

3. If you agree with what you have read as set out in the above two steps, you can accept 
this offer by: 

o Ticking the acceptance box on the last page of these terms and conditions; and  

o Paying the fixed fee amount for the legal product you have selected in our 
payment system on the following pages. 

4. Once you have completed the above three steps, we will send you a copy of these terms 
and conditions for your records.3 

 

If you have any questions, please don’t hesitate to give us a call on 07 3128 0120.4 

 

What do those words mean? 
Disclosure notice The disclosure notice sets out your rights and informs you of laws controlling the work 

we will do for you. Please ensure that you have carefully read and understood the 
disclosure notice before considering the costs agreement.  

We are not obliged to give a disclosure notice unless the work is estimated to be 
$1,500 or more.  However, we think you should know what your rights are, whether 
you instruct us to carry out work for less than $1,500 or more. 

Costs agreement That is our agreement with you and how we will charge you.  

Engagement form That is the online web form that you just completed before visiting this page. It is 
headed “Engagement Form” and contains personal information that you have inputted 
and information about the scope of work and price of the legal product that you have 
selected. 

Disclosure notice and costs agreement  
This is an offer by Aitchison Reid Pty Limited trading as Aitchison Reid Building and 
Construction Lawyers (Aitchison Reid) to provide you with legal services in accordance 
with the terms of the Legal Profession Act Qld (LPA).  

                                                      
1 These online terms and conditions are based on the Queensland Law Society Cost Guide example documents -2014 Edition, 
v1.0. 
2 You may even want to go back and double check it now. 
3 Please note that we will send the documents to you as soon as practicable, however you may not receive the documents until at 
least one business day (that our law practice is operational) from the date we agreed to these online terms and conditions. 
4 Please note that our office hours are 9am to 5pm Monday to Friday. 
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Disclosure notice 
Important information about your rights under the Legal Profession Act. 

This Notice discloses information Aitchison Reid is required to provide to you by the Legal  
Profession Act 2007 Qld (LPA) about your rights and the costs of our legal services. Please read this  
Disclosure Notice before ticking the acceptance box on the last page of these terms and conditions. 

1. Negotiation 

You have the right to negotiate a costs agreement with us before you accept the proposed Costs  
Agreement. Make sure you understand what you are agreeing to, and ask us questions if you are 
unsure about any aspect of the proposed agreement. You have the right to seek independent legal 
advice about the proposed costs agreement.  

Aitchison Reid services and charges 

We will invoice you for the professional legal services as set out in the scope of work for the fixed 
fee, as detailed in the engagement form. 

If you choose to instruct us to carry out further work that is outside the scope of work set out in the 
engagement form: 

• you will be given a fixed fee for that additional work; or  

• you will be charged on a time basis in 6 minute units – the time charged for an attendance of 
up to 6 minutes will be 1 unit and the time charged for an attendance between 6 and 12 
minutes, will be 2 units, etc. The minimum amount of time spent on a task will be 1 unit. If 
this is the case, we may incur, and you will be liable for, other charges being disbursements 
and outlays – that is, money which we pay, or are liable to pay, to others on your behalf. 
Examples are: 

• search fees; 
• enquiry fees; 
• court and other filing fees; 
• lodgement fees; 
• all government revenue charges (including stamp duty); 
• transaction specific banking charges; 
• process servers and investigators; 
• clinical records from hospitals; 
• medical, experts' reports and/or other external consultants; 
• witnesses' fees and expenses; 
• postage, courier and messengers; 
• transcript charges; 
• fees of external lawyers we retain for you (including barrister's fees); and/or 
• travel expenses and accommodation costs. 

These disbursements and outlays are set out in the Schedule of Fees & Other Charges and 
we will advise you of any other payments required to be made, when we are in a position to 
do so. 

2. Cost estimate 

The LPA requires us to provide you with an estimate of any amounts we may charge you. 

The costs for this costs agreement are fixed in accordance with the amount as set out in the 
engagement form, unless you wish to instruct us to carry out further work which is additional to the 
scope of work set out in the engagement form. 

3. Billing arrangements 
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We will bill you for professional fees and other charges calculated in accordance with the proposed 
costs agreement either on completion of the matter(s) or if the work extends over a period of two 
weeks or more we may choose to issue accounts to you on a fortnightly basis unless we otherwise 
agree. 

4. Person/s responsible for the work 

Once we are engaged by you we will notify you of the solicitor who will be working on your matter 
and talking with you on the scheduled phone call.  Please note that due to practice demands 
sometimes another solicitor may also be assigned to your matter at a later date. 

5. Substantial changes to disclosure 

We will inform you in writing as soon as reasonably practicable of any substantial changes to 
anything contained in this Disclosure Notice as work progresses, including changes in the personnel 
referred to in paragraph 4 and legal costs (if applicable). 

6. Progress reports 

You are entitled to written progress reports on your matter at reasonable intervals upon request.  
You are also entitled, free of charge on request, to a written report on the legal costs (if any)  
incurred to date or since we gave you the last invoice.  

7. Engagement of another lawyer 

If it is necessary for us to engage, on your behalf, the services of an external lawyer to provide 
specialist advice or services, including advocacy services, or to act as an agent, we will consult with 
you as to the terms of that lawyer's engagement, but you may be asked to enter into a costs 
agreement directly with that lawyer on a similar basis to the proposed Client Agreement. 

8. Applicable law 

The law of Queensland applies to legal costs regarding the matter(s). You are, however, able to 
enter into a costs agreement with us on the basis that the corresponding law of a State or Territory is 
applicable, if the matter has a substantial connection with that State or Territory. In that event, we will 
disclose costs as they are applicable in that State or Territory.  You have a right under section 328 of 
the LPA to apply to the Supreme Court to set aside the costs agreement or a provision of it on the 
basis that the court determines that the agreement is not fair or reasonable within 6 years or such 
other time as the law permits. 

9. Review rights 

You have a right to have our costs (if any) assessed where you have entered into a costs agreement 
with us which complies with the provisions of the LPA, and you make such application within 12 
months after you received our bill or a request for payment of costs is made by us, or full payment is 
made to us if no bill was given or request was made. You have a right under section 328 of the LPA 
to apply to the Supreme Court to set aside the costs agreement or a provision of it on the basis that it 
determines that the agreement is not fair or reasonable within 6 years or such other time as the law 
permits. 

This Disclosure Notice provides you with information about our legal services, the cost of those 
services and your rights. For more information about your rights, please read the facts sheet entitled 
Legal Costs – Your right to know. You can ask us for a copy, or obtain it from the Queensland Law 
Society or download it from their website qls.com.au. 

10. If we are instructed to carry out further work 

As stated in clauses 1 and 3 above, as part of this offer we have provided a fixed fee for the legal 
services detailed in the scope of work in the engagement form.  However, we are required to let you 
know if you choose to engage us for further services and if those services are not based on a fixed 
fee, we will charge in accordance with the rates stated in the below table: 

 

http://www.qls.com.au/
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Professional fees  Hourly Rates $ 

Option 5. Professional fees charged by time (excluding GST) 

Time basis in 6 minute units,  
with each hour containing 10 units. 

 

Director  $425.00 

Senior Associates  $400.00 

Solicitors $300.00 

Paralegals $170.00 

Other charges Rates $ 

Photocopying/Printing/Imaging  

In house photocopying/printing/imaging $0.20 per page 

  

Mail/Courier  

Regular mail Cost charged by service provider 

Couriers Cost charged by service provider 

Unspecified disbursements and outlays 

Search fees; enquiry fees; court and other filing fees; lodgement 
fees; all government revenue charges (including stamp duty); 
transaction specific banking charges; process servers and 
investigators; clinical records from hospitals; medical, experts' 
reports and/or other external consultants; witnesses' fees and 
expenses; transcript charges, travel expenses, accommodation 
costs and all other unspecified outlays and disbursements, filing 
agents.  

Cost charged by service provider 

External lawyers (including barrister's fees) 

External lawyers including specialist lawyers, advocates, 
barristers, interstate lawyers and lawyers acting as town agent. 

At cost charged by service 
provider and will be the subject of 
separate rate disclosure. 
[External lawyers’ fees are subject 
to any specific arrangements 
made by that service provider for 
refraining from collection] 
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Costs Agreement 

1.0 Your instructions 

1.1 The engagement form sets out the legal product you have selected and the associated scope of 
work for the legal product that you wish us to carry out.  You may instruct us to carry out work in 
addition to the scope of work, in accordance with clause 10 of the disclosure notice. 

1.2  You must: 

(a) Provide us with timely, accurate and proper instructions.  This includes providing your 
domestic building contract and all other associated documents (if you have selected the 
premium contract review only) to us at least two business days before your scheduled phone 
call; 

(b) Provide us with your full cooperation; 

(c) Act reasonably and take reasonable care to protect your own interests in respect of the 
matters that are the subject of this document; 

(d) Satisfy yourself as to the commercial viability of transactions or business decisions (if any); 

(e) Where relevant, investigate the other parties to the transaction, checking all financial matters 
and assessing the commercial soundness of the transactions; and 

(f) Clearly communicate with us in writing if you wish to share or delegate your instructions to 
us to other individuals, such as employees or family members. Your written communication 
must include the first name, surname, the relationship to you or your business your delegate 
has and any restrictions on your delegation. 

2.0  Billing, payments and interest charges 

2.1 Accounts will be issued to you once the work has been completed, or if the work extends over a 
period of 2 weeks or more, we may choose to issue accounts to you on a fortnightly basis. 

2.2 Our accounts will show you the details of the work undertaken, the total cost to you and 
disbursements. 

2.3 Our accounts are payable by you within seven days of receipt (the ‘due date’).  If you do not pay 
our account by the due date, we will charge you interest on the outstanding balance at the rate 
prescribed by regulation for money orders under section 321 of the LPA.  The interest rate 
chargeable is six percent above the cash rate last published by the Reserve Bank of Australia for 
the prior six month period.5  

(a) Our late payment process is described as follows:  
(i) Interest is incurred against the invoice balance outstanding from the first day an 

invoice is overdue until the day it is paid in full;  
(ii) At 7 days overdue, we will remind you that your payment is overdue;  
(iii) At 14 days overdue, we will remind you that payment is overdue and issue our 

demand for payment;  
(iv) At 21 days overdue we will remind you that payment is overdue, issue our final 

demand for payment and warn you that if the balance is still outstanding at 28 days 
we will either send your debt due to a collections agency or issue court proceedings; 
and  

(v) At 28 days we will remind you that your payment is overdue and we will prepare to 
pass your debt to a collections agency or issue court proceedings. Our failure to 
perform any of these steps in the late payment process in full, in part or in sequence 
does not change or remove your responsibility and your obligation to pay us. 

2.4 Although you may expect to be reimbursed by a third party for our fees and expenses, we do not 
have any recourse against third parties for that payment. Therefore, you must pay us as set out in 
this agreement even if payment to you by a third party is delayed or not received. 

                                                      
5 Each six month period is either from 1 January to 30 June in any given year, or from 1 July to 31 December in any given year. 
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2.5 We may ask you for an advance payment on account of future fees and outlays to be incurred in 
the matter. We may decide not to commence or continue work until the payment is received. If the 
amount requested is not paid by the required date, we may terminate this agreement under clause 
8.  Please note that if you instruct us to carry out work on a fixed fee basis that work will not be 
carried out until the requested advance payment has been received into our trust account. 

2.6 Where we hold monies in our trust account on your behalf, you authorise us to withdraw and apply 
those monies to pay our costs and expenses stated in an invoice and any accrued interest, in 
respect of this matter or any other matter where we act for you and costs and expenses are so 
owing. 

2.7 We can retain your money, property and documents until we have received payment of all money 
due to us (including after this agreement terminates) to the extent permitted by law. This right is 
called a “solicitor’s lien” and survives any bankruptcy or liquidation.  This clause survives 
termination of this agreement. 

2.8 For the purpose of this agreement you will be deemed to have received our bill: 

(a) On the day that it is given to you, if our bill is given to you or to your agent personally;  

(b) On the day that it was sent by email or by electronic message to you, if our bill is sent to you 
at the address stated in the engagement form; or 

(c) Within two days of posting, if our bill is sent to your registered office. 

2.9 Where we have collected your credit card or debit card details you authorise us to charge your 
credit card or debit card to pay our costs and expenses stated in an invoice and any accrued 
interest, in respect of this matter or any other matter where we act for you and costs and expenses 
are so owing. Charging your credit card or debit card may incur a surcharge, which you accept 
and will pay.  You also authorise us to perform fully refundable pre-authorisation charges against 
your credit card, at our discretion. 

3 Engagement of another law practice  

3.1 In the event we engage on your behalf another law practice to provide specialist advice (e.g. a 
barrister) or services you will be advised. If the law practice provides us with fee disclosures or the 
basis of their fee calculation we will pass this information on to you. If we become liable to pay 
interest on any law practice’s fees as a consequence of delay on your part we will pass that charge 
on to you. 

3.2 As a matter of public policy, the law provides immunity from suit in relation to advocacy.  Nothing 
in this agreement affects an advocate’s immunity from suit in relation to any advocacy conducted 
on your behalf. 

4  Conflicts of interest 

4.1 Upon opening each new file, we undertake internal searches to determine whether we may have 
a conflict of interest, that is, to determine whether we have acted or are currently acting for the 
other party/s to your matter. 

4.2 Should we discover a conflict, we may need to terminate this agreement under clause 8. 

4.3 You agree that we need not disclose to you any information that we acquire in the course of acting 
for our other clients (including information contained in conflict searches conducted on behalf of 
those clients). 

5  Termination of agreement 

5.1  You may terminate this agreement at any time and for any reason by giving us written notice. 

5.2  We may terminate this agreement by giving you written notice for just cause or if you: 

(a) Do not provide us with adequate instructions; or 

(b) Refuse to act in accordance with our advice; or 

(c) Breach this agreement; or 

(d) Instruct us to act unlawfully or unethically; or 

(e) Fail to co-operate fully in the conduct of your matter; or 

(f) Indicate that you have lost confidence in us; or  
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(g) Fail to pay any accounts or to provide money to be paid into trust as required under this 
agreement in relation to this matter or any other matters we are conducting on your behalf; 
or 

(h) Lose legal capacity to instruct us; or  

(i) Do not accept any increase in fees advised to you; or 

(j) Are informed by us that we have a conflict of interest and can no longer act on your behalf; 
or 

(k)   Any other reason that we may consider warrants termination of this agreement. 

5.3 We will give you written notice of our intention to terminate this agreement. 

5.4 Upon termination of this costs agreement for any reason we are entitled to payment of all 
outstanding fees and costs up to the termination and any interest accrued and to a solicitor’s lien, 
described above, on all documents and trust money where there is money owing to us after this 
costs agreement is terminated. 

5.5  If the matter involves lump sum fee matters, you must pay the part of our lump sum fee that we 
reasonably estimate has been incurred in respect of the legal services provided to you up to the 
date of termination, plus fees for other items, expenses and disbursements, subject to your right 
to a costs assessment. You will be liable to pay our lump sum fee, whether or not the other party 
to any court proceedings has to pay your costs of the proceedings.  

6.0  Retention of your documents 

6.1 On completion of the work, we will return any papers you are entitled to, but we are required to 
retain your file in our possession for no more than seven (7) years. 

6.2 You authorise us to destroy the file seven (7) years after the date our final account is rendered by 
us in this matter. 

6.3 If we need to open an additional file/s or retrieve files from storage you will be charged additional 
fees. 

6.4 If you request a copy of your file to be returned to you and you have paid all outstanding fees and 
costs to us, we may return a copy of your file electronically, or part electronically and part in hard 
copy.   

7.0 Privacy and direct marketing 

7.1 Personal information about you, provided by you and other sources, is protected under the Privacy 
Act 1988 and subsequent amendments.  We may be compelled by law to disclose the personal 
information we hold about you (e.g. under the Social Security Act 1991 (Cth)). You also authorise 
us to disclose your information where necessary to others in furtherance of your claim/matter (e.g. 
within the law practice, to the Court, the other party or parties to litigation, to valuers, experts, 
barristers etc.). 

7.2 You consent to our use of your contact details to maintain a professional relationship with you and 
to provide legal updates and other information that we think may be of interest to you by post, 
telephone, facsimile, email, electronic message, direct mail, or by other forms of 
telecommunication. You may ask us not to send direct marketing materials by contacting us on 07 
3128 0120 or by email at community@arbuildinglaw.com.au.  

7.3 We will attempt to keep your information secure, accurate and up to date.   

7.4 Suggested clause: After you engage us, we will send to you our information sheet on 
Confidentiality and Security of Your Information.  If you do not agree to your information being 
stored and exchanged by the methods described in the information sheet, you may terminate this 
agreement. 

7.5 You agree to us storing your information in Australia, Switzerland, Canada and other countries. 

7.6 It is your responsibility to inform us of any change in your personal information. 

7.7 You may request to see your personal information (if any) that we may hold about you and you 
may have an opportunity to correct that personal information. 

8.0  Copyright 

mailto:community@arbuildinglaw.com.au
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8.1 We will retain ownership of the title and all intellectual property rights in relation to all contract 
reviews and emails that we draft for you (the ‘advice documents’). 

8.2 Once you have paid our fee in accordance with clause 5.3, you will be granted an exclusive, non-
transferable, irrevocable and paid licence to use the advice documents for your personal use only. 

9.0  Complaints 

9.1 Please raise any concerns or problems you may have about Aitchison Reid with our director, 
Fionna Reid, on 07 3128 0120 or by email at fixit@arbuildinglaw.com.au. 

9.2 If we are unable to resolve your complaint, you may obtain the assistance of the Queensland Law 
Society on 07 3842 5888. 

10.0  Payment/money on account 

10.1 In accordance with the requirements of section 249(1)(b) of the LPA, you authorise Aitchison Reid 
to transfer from our trust account to our general account or to any other trust account held on your 
behalf, any monies relating to professional fees, statutory charges, and other outlays incurred on 
your behalf in relation to the subject of this costs agreement, or any other matter where Aitchison 
Reid acts on your behalf.  

11.0 Email communication 

11.1 You agree that your email address stated in the engagement form may be used for service and as 
the main mode of communication for advice and billing. 

11.2 Documents that are accessed via a download link contained in an email or electronic message 
sent to your email address stated in clause 14.1, are for the purpose of service deemed to be part 
of the email or electronic message itself and therefore delivered at the time the email or electronic 
message is received in your inbox. 

11.3 You agree that we have informed you that unencrypted email is not a secure method of 
communication and that if you email confidential information in the body of an unencrypted email 
or in an attached, but unlocked, document, you assume all risks associated with any breach of the 
security or confidentiality of that information. 

 

mailto:fixit@arbuildinglaw.com.au
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