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Terms of Business for Notary Services.

1. Introduction
These Terms of Business apply to the notarial services provided by Notary Public: Paul Scally and Marianne Shaw of Le Gallais & Luce LLP (the “Firm”). By engaging this Firm, you agree to comply with these terms, which set out the scope of services, obligations, and the rights of both parties. Any variations to these terms must be agreed in writing between all parties.

2. Scope of Services
The Firm offers a wide range of notarial services, including but not limited to:
· Document Certification: Confirming the authenticity of signatures and documents.
· Witnessing Signatures: Verifying the identity of individuals and their signatures.
· Oaths and Affirmations: Administering oaths for statutory declarations or affidavits.
While the Firm does not provide legal advice as part of its notarial services, additional services may be provided on a case-by-case basis, subject to mutual agreement. If you require legal advice, the Firm would be happy to assist you under separate terms through one of our qualified lawyers. Please note that legal services will require a separate engagement letter, and the terms for such services will differ from those of notarial services.

3. Charges and Payment
The Firm’s charges for notarial services are based on a set fee structure, which considers the complexity and volume of the work involved. Fees may vary depending on the nature of the service.
3.1. Payment Terms: 
Payment is due upon completion of the service and presentation of documents unless otherwise arranged. For complex matters payment on account may be requested to settle disbursements or expenses to be incurred.

3.2. Additional Costs: 
Any disbursements or third-party costs incurred in the provision of the service (e.g., postal or courier fees, translation fees, legalisation office, foreign embassies or agents dealing with the legalisation of documents fees) will be charged separately.

3.3. Fees:
Our fees are outlined below:
· Attestation of a document incl. Affidavits, Declarations & Powers of Attorney (per document)*	£60
· Certificate of true copies of documents per document 	£60
· Attestation of Notary Certificates, attesting Powers of Attorney, authenticating Memorandum & Articles of Association, Certificate of Incumbency etc	£75
· Arranging Legalisation per batch 	£20
· Arranging Consularisation in London per batch 	£20
· Notarial Certificates	£175
States of Jersey Legalisation Fees: 
· Standard per document (**)	£30
· Fast Track per document (***) 	£75	
(*Where we are notarising more than three documents our fee will be £40 per document.)
(**Normal service cut off to drop documents up to 4pm for collection from 2pm the next day.)
(*** Fast Track service cut off to drop documents is 12pm to collect from 2pm same day.)
The above fees are subject to GST for general public (the majority of corporate clients are exempt).

4. Client Obligations
As a client, you are responsible for ensuring that:
4.1. Documents are Complete and Accurate: All documents submitted for notarisation must be accurate and complete, with no alterations or discrepancies.
4.2. Legal Compliance: You are responsible for ensuring that the documents comply with all applicable laws in the jurisdiction where they will be used. The Firm is not responsible for verifying the legal validity or accuracy of documents in foreign jurisdictions, nor can it guarantee that the relevant authorities will accept them. It is your responsibility to verify the document's acceptance and legal standing with the appropriate authorities.
4.3. Identity and Address Verification: You will provide valid identification (passport, driving licence, national ID) and proof of address (e.g., utility bill or bank statement) for verification purposes in accordance with our Anti-Money Laundering (AML) obligations. This may also include providing additional documentation for entity clients to verify your authority to give instructions. For more details please refer to our website: Client Identification – Individual – Le Gallais & Luce and Client Identification - Company - Le Gallais & Luce.
Failure to meet these obligations may result in delays, rejection of services, and or additional fees.

5. Verification, Due Diligence, and Anti-Money Laundering Procedures
To comply with anti-money laundering and counter-terrorism financing regulations, the Firm is required to conduct client due diligence. This may include:
· Verifying the identity of individuals and entities, including beneficial owners of corporate clients.
· Requesting details on the purpose and nature of the transaction.
· Verifying the source of funds and wealth, if applicable.
If the Firm does not receive the necessary information, the Firm reserves the right to refuse to act or terminate the engagement. Any failure to provide required information may result in legal obligations to report suspicions to the relevant authorities.
By instructing the Firm, you consent to our disclosure of relevant information where required by law, regulatory authorities, or court orders.

6. Limitation of Liability
The Firm shall not be liable for:
· Any defects, omissions, or errors in the content or format of documents notarised for use locally or abroad.
· Any losses incurred due to the rejection of documents by local or foreign authorities.
· The consequences of acting on local or foreign law guidance, which the Firm provides solely as a courtesy without liability.
· Any loss, damage, or costs arising from reliance on notarised documents, except where such loss is caused by the Firm’s gross negligence or wilful misconduct.
You agree to indemnify the Firm against any claims, losses, or liabilities arising from our notarial services, unless caused by its proven gross negligence or wilful misconduct. In accordance with applicable law, the Firm’s liability shall not exceed the amount of its professional indemnity insurance cover at the relevant time, and the Firm is not responsible for any indirect, consequential, or special losses, such as financial loss, missed opportunities, or legal issues from using notarised documents. Any claim must be notified in writing within 6 months of the notarial service, otherwise, the claim will be deemed waived.

7. Retention of Documentation
Under notarial rules, the Firm is required to maintain records of all notarial acts, including copies of documents and identification details, in either physical or electronic format. These records are confidential unless:
· Disclosure is required by law, regulatory authorities, or court order; or
· You authorise disclosure; or
· Where we are working with advisers on your behalf, unless expressively instructed otherwise by you; or
· It is necessary to provide notarial services effectively; or
· The information is already publicly available; or
· It is necessary or desirable to disclose the name to defend any claims against the Firm.
Records will be retained in accordance with the guidelines of the Master of the Faculties[footnoteRef:1]. [1:  Code of Practice - The Faculty Office and NOTARIES PRACTICE RULES 2009] 


8. Confidentiality and Data Protection
The Firm processes personal data in compliance with the Data Protection (Jersey) Law 2018 and associated regulations. Personal data will only be used for:
· Providing notarial services.
· Legal and regulatory compliance, including anti-money laundering checks.
· Internal record-keeping and administration.
The Firm may disclose data where legally required or with your consent. If you provide the Firm with personal data belonging to any other individual (such as company directors, family members, or business partners), you must ensure that you have a valid legal basis for doing so. This may include obtaining their consent where required by law. You are responsible for ensuring that sharing such data with the Firm complies with applicable data protection laws[footnoteRef:2]. [2:  Jersey Office of the Information Commissioner - Home] 


9. Complaints Procedure
Our complaint procedure is set out in Schedule One below.

10. Variation of Terms of Business
The Firm reserves the right to amend these Terms of Business at any time. The latest version will be available upon request or published on our website. Your continued engagement of the Firm’s services constitutes acceptance of any revisions.

11. Governing Law and Jurisdiction
These Terms of Business shall be governed by the laws of Jersey, and any disputes shall be subject to the exclusive jurisdiction of the Jersey courts.





Schedule One - Complaints
If you are not satisfied with the notarial service that you receive, you are entitled to make a complaint in accordance with the Notaries (Jersey) Interim Conduct and Discipline Rules 2017. You should first raise the issue with the relevant Notary directly. If they cannot resolve the matter to your satisfaction you may follow this complaints procedure:


STEP 1 - First Tier Complaints Procedure
Contact the Secretary of the Jersey Notaries Society (notarysryan@gmail.com) for the 1st-stage complaints procedure.

The Jersey Notaries Society (“JNS”) will be able to inform you if a Notary is a member.
Where the Notary is not a member of the JNS, the Faculty Office of the Archbishop of Canterbury (the “Faculty Office”) (faculty.office@1thesanctuary.com) will handle the matter directly and will refer the complaint to be considered by one of a panel of independent Notaries. This procedure is free to use and is designed to provide a quick resolution to any dispute.
You should write (but not enclosing any original documents) with full details of your complaint to the secretary of the JNS (or, if applicable, to The Faculty Office). If you have any difficulty making a complaint in writing, please do not hesitate to call the relevant Society or The Faculty Office for assistance.
 

STEP 2 - Formal Investigation
If a complaint is made against a Notary and is not resolved under the 1st-stage procedure, the matter is then referred by the Registrar of the Faculty Office to an experienced independent Notary (a “Nominated Notary”) for investigation: see the Master of the Faculties Jersey Guidance to Nominated Notaries for further information.
Whilst the matter is being investigated or proceedings are in progress the Registrar may issue an Interim Order to suspend the Notary from practice or limit the Notary’s practice if it is required for the protection of the public.
 
STEP 3 - Disciplinary Proceedings in Court of Faculties
If the Nominated Notary considers there may be a case that the Notary has committed Notarial Misconduct, the Nominated Notary will prepare and prosecute disciplinary proceedings in the Court of Faculties, on behalf of the original complainant. 
Disciplinary cases in the Court of Faculties are presided over by an independent judge (the “Commissary” or his Deputy) with two sitting Assessors; not the Master of the Faculties. The details of the timetable for Proceedings in the Court are set out in the Notaries (Jersey) Interim Conduct and Discipline Rules 2017, subject to any case-specific directions by the Registrar or Commissary.
Fees and Costs are now set out in the Notaries (Jersey) Interim Conduct and Discipline Rules 2017 Fees & Costs Order 2019.
The disciplinary sanctions against a Notary who is proved to have committed Notarial Misconduct are:
· Striking off the Roll of Notaries.
· Suspension from practice as a Notary (indefinitely, or for a period of time, or until certain conditions have been met).
· Imposing conditions on the Notarial practice of the Notary.
· Requiring further training of the Notary.
· Ordering that the Notary is reprimanded.
A Notary may, in time, apply to the Court for a review of the sanction(s) imposed.
Please note that the Court has no power to require any compensation payments to be made by the Notary to the client who has suffered loss as a result of the Notary’s Misconduct. The Court can, however, order that if indemnity or other monetary payments are not made by the Notary to the client or other person/body then the Notary shall be struck off the Roll of Notaries.
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