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TERMS OF ENGAGEMENT  
 

Our Policy 

Our policy is to provide our client with a concise set of written guidelines, to clarify what we 

should expect from each other, but without the burden of producing a long involved written 
agreement. 
 
Our Fees, Description of Work and Fee Estimate 

A Schedule of our Fees for our work is set out on the reverse page.  The Description of Work 
and Fee Estimate for this matter are shown at the bottom of the page. 
 
Terms of Payment 

For fixed fee initial consultations, we require payment at the conclusion, unless otherwise 

agreed. Otherwise, our terms of payment are within 7 days of the invoice we give you. We 

will send you a bill by email or post at the conclusion of our work for you or on a monthly 
basis if the matter is ongoing.  The invoice provides for direct deposit into our bank account 
or payment by credit card (plus applicable merchant fee) if you wish. By instructing us to do 
your work, you agree to abide by our terms of payment. 
 
GST 

All our pricing and estimates exclude GST unless stated otherwise. The applicable GST will 
be added to your invoices. 
 
Professional fees – sundry and incidental items 

These are to cover our costs of minor outlays including phones, photocopying, facsimiles, 
file opening costs, etc. They are additional to the fee estimate at the bottom of the page 
(unless a fixed fee is stated) and are payable per invoice, based upon total professional fees 
excluding GST:  
 
 Invoices to $400 $ 29.50 
 Invoices to $750 $ 49.50 

 Invoices $751 to $2,000 $ 69.50 
 Invoices $2,001 - $5,000 $ 99.50 
 Invoices over $5,000  $ 129.50  
 
Disbursements 

Specific costs incurred by us on your behalf (e.g. counsel’s fees, filing and service fees, 
couriers, searches etc) will be charged to you individually at actual cost to us. Where large 
disbursements are involved (such as payment of counsel’s fees), we may require you to 

provide us with a cheque/s for the relevant amount/s drawn payable to the applicable 
payees. 
 
File archiving and destruction 
We will retain your file for seven (7) years after closure of the file. We will destroy the file 
after this time unless you have previously requested the file 

 
 
Client Name:   

 
Description of Work: Provision of advice in relation to workplace issues. 

 
Estimate of Professional Fees:  

 
Estimate of Disbursements: As applicable 

 
Lawyer Name:  Rob Stevenson Date: 29 August 2022 
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SCHEDULE OF FEES (GST EXCLUSIVE UNLESS STATED OTHERWISE) 

APPLICABLE FROM 4 AUGUST 2021  

 

CORRESPONDENCE (IN & OUT) 

Short Letter/Email 

Ordinary Letter/Email (up to ½ page) 

Detailed Letter/Email (up to 1 page) 

Letters/Emails over 1 page (pro rata rate per hour for preparation) 

 

 

$30.00 

$60.00 

$120.00 

$450.00  

TELEPHONE CALLS  

Phone call (less than 3 minutes) 

Phone call (3 - 6 minutes) 

Phone call (6 - 12 minutes) 

Phone call (12 - 18 minutes) 

Phone call (more than 18 minutes) (pro rata rate per hour) 

 

 

$30.00 

$60.00 

$120.00 

$150.00 

$450.00 

REVIEWING DOCUMENTS (excluding correspondence) 

Pro rata rate per hour for time taken  

 

 

$450.00 

PREPARING DOCUMENTS (excluding correspondence)_ 

Any Document (pro rata rate per hour of preparation)  

 

 

$450.00  

ATTENDANCES & ALL OTHER WORK 

Attendances and professional work (pro rata rate per hour)  

Travelling (pro rata rate per hour)  

Clerk rate (pro rata rate per hour) 

 

 

$450.00 

$225.00 

$225.00  

FIXED FEE CONSULTATIONS (including GST) 

Up to 30 minutes 

Up to 45 minutes 

Up to 1 hour 

Up to  1.5 hours 

Up to 2 hours 

 

$330.00 

$440.00 

$550.00 

$660.00 

$770.00 

 


