
CLIENT DETAILS AND 
ACKNOWLEDGEMENT
Please provide the following details, sign the acknowledgement below 
and return this document to us so that we may begin the work for you:

Full name(s):	

Postal Address:	

Occupation(s):	

Contact Numbers:	

Home :

Work :

Mobile:

Email address:

You acknowledge that by signing below, you have received a copy of,  
read and accepted the Metro Law Terms and Conditions of Retainer. 

Signature(s):

Date: 

This form is a digital form that can be filled out in Adobe Acrobat.
Otherwise if you wish you can print to fill out and email or fax return. 

INFORMATION 
FOR CLIENTS



1. CLIENT CARE AND SERVICE 
INFORMATION: Whatever legal 
services your lawyer is providing, 
he or she must:

• Act competently, in a timely way, 
and in accordance with instruc-
tions received and arrangements 
made.

• Protect and promote your inter-
ests and act for you free from 
compromising influences or loyal-
ties.

• Discuss with you your objectives 
and how they should best be 
achieved.

• Provide you with information 
about the work to be done, who 
will do it and the way the services 
will be provided.

• Charge you a fee that is fair and 
reasonable and let you know how 
and when you will be billed.

•	Give you clear information and 
advice.

•	Protect your privacy and ensure 
appropriate confidentiality.

•	Treat you fairly, respectfully and 
without discrimination.

•	Keep you informed about the 
work being done and advise you 
when it is completed.

•	Let you know how to make a com-
plaint and deal with any complaint 
promptly and fairly.

The obligations lawyers owe to cli-
ents are described in the Rules of 
Conduct and Client Care for Law-
yers.  Those obligations are subject 
to other overriding duties, including 
duties to the courts and to the jus-
tice system. If you have any ques-
tions, please visit www.lawsociety.
org.nz or call 0800 261 801.

2. COMPLAINTS PROCEDURE: 
We maintain a procedure for han-
dling any complaints by clients, de-
signed to ensure that a complaint is 
dealt with promptly and fairly. If you 
have a complaint about our serv-
ices or charges, you may refer your 
complaint to Rico Horsley, Partner, 
by letter, telephone (09) 929 0804, 
or email at rico@metrolaw.co.nz
 
If you do not wish to refer your com-
plaint to Rico Horsley, or you are not 
satisfied with his response to your 
complaint, you may refer your com-
plaint to Michael Hemphill, Partner, 
by letter, or by telephone (09) 929 
0808 or email at michael@metrolaw.
co.nz.

The Law Society operates the Law-
yers Complaints Service and you 
are able to make a complaint to that 
service.  To do so, phone 0800 261 
801 and you will be connected to 
the nearest Complaints Service Of-
fice, which can provide information 
and advice about making a com-
plaint.

3. PERSONS RESPONSIBLE FOR 
THE WORK: The names and sta-
tus of the person or persons who 
will have the overall responsibility 
for the work we do for you are set 
out in our letter of engagement. Any 
limitations on the extent of our ob-
ligations to you or any limitation or 
exclusion of liability are also set out 
in our letter of engagement.

4. PROFESSIONAL INDEMNITY 
INSURANCE: We hold profession-
al indemnity insurance that meets 
or exceed the minimum standards 

specified by the Law Society. We 
will provide you with particulars of 
the minimum standards upon re-
quest.

5. LAWYERS FIDELITY FUND: 
The Law Society maintains the Law-
yers’ Fidelity Fund for the purpose 
of providing clients of lawyers with 
protection against pecuniary loss 
arising from theft by lawyers.  The 
maximum amount payable by the 
Fidelity Fund by way of compensa-
tion to an individual claimant is lim-
ited to $100,000. Except in certain 
circumstances specified in the Law-
yers and Conveyancers Act 2006, 
the Fidelity Fund does not cover a 
client for any loss relating to money 
that a lawyer is instructed to invest 
on behalf of the client.

The following sets out information required by the Rules of 
Conduct and Client Care for Lawyers of the New Zealand 
Law Society (“Law Society”).
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