
PROCESS AGENT AGREEMENT

THIS PROCESS AGENT AGREEMENT is made this           day of                 2010   between [Enter in Capitals and in Bold Name of your Company], company number [Enter your Company Number], registered in [Enter the location of Register at which your company is legally registered] and who’s registered office is situated at [Enter the address of your registered office] (hereinafter called, ‘the Principal’) and Document Exchange Company LLP Registration Number OC323745, registered in England and Wales and who’s registered office is situated at 68 St Margarets Road, Edgware, Middlesex, HA8 9UU UNITED KINGDOM  (herein after called “the Agent”)

WHEREAS: the Principal has entered into or is about to enter into a number of agreements more particularly specified in Schedule 1 to this agreement and wishes to engage in the services of the Agent for the receiving of process documentation, under terms more particularly set out in the agreement.

NOW IT IS HEREBY AGREED AND DECLARED AS FOLLOWS:

1. The Agent shall act as document process agent of the Principal in accordance with the terms of this agreement in respect of each of the documents more particularly specified in Schedule 1 to this agreement.

2. This agreement between the parties shall commence only after payment by the principal or on his behalf the agency fees applicable based on the number of agreements for which the agent is to act and the tariff set out in schedule 3 hereof, and received by the agent, clear of all bank charges (which for the avoidance of doubt, shall include charges in relation to transmission of the funds charged by the transmitting bank, corresponding bank and the recipient bank).

3. The agreement shall come into force only after the agency fee mentioned in Clause 2 has been received by the agent in cleared funds into the agents bank specified in schedule 3 hereto and the agreement has been duly executed by both parties and shall commence upon the date this agreement is executed by the agent and shall terminate on expiry of the period for which the principal has paid the agency fees, unless it is extended by mutual agreement by the parties on such terms they shall agree.

4. All documentation received by the Agent, in their capacity as process agents for and on behalf of the principal, in respect of the agreements specified in Schedule 1, as process agent shall be notified electronically as soon as practical after receipt to the personnel nominated by the Principal on schedule 2, by email to the transmission address also shown in schedule 2 thereof or such other person or email notified to the agent during the currency of this agreement by the Principal from time to time and acknowledged by the Agent as recorded as the new transmission address.  For the avoidance of any doubt, the Agent shall notify the principal the receipt of any process papers by e-mail, and will include a copy of the Claim Form and Particular of the Claim (or equivalent documents) but will exclude appendices or attachments thereto and any other documents served.

5. Upon the Principal issuing instructions to the Agent as where to whom the documents should be transmitted, the Agent shall deliver up the documentation as per the principal’s instructions but only after the Principal has put the agent who funds to cover the cost of transmission of the documents by the method specified by the Principal and to cover the Agents administration fees in force from time to time, and provided these have been received in cleared funds in its bank account of the Agent. For the avoidance of doubt, the Agent shall have no responsibility whatsoever if the Principal does not issue instructions to the agent or does not fulfil its obligations there under.  In particular without prejudice to the generality of the foregoing the Principal shall put the Agent in sufficient funds in a timely manner, clear of all bank charges.

6. If the communications by e-mail is not possible between the Agent and the Principal at the e-mail address specified in the Schedule 2 hereto, or are disrupted to the extent that communication by this method is not possible, then the Agent shall at its discretion use any other form of communication which in their sole opinion may be suitable, and charge the additional cost incurred to the Principal. For the avoidance of doubt the Agent shall have no responsibility whatsoever in if such alternative form of communication is used, or it is not possible to establish a line of communication or if communication fails to reach the Principal, by which ever communication used.

7. The Principal and the Agent shall undertake and discharge their obligations under this agreement with the utmost good faith towards each other and in particular the Principal shall provide such information that the Agent shall request from time to time for the purpose of compliance with the requirements of the any prevailing legislation, local or international including, without prejudice to the generality of the foregoing the proceeds of The proceeds of the Crime Act and The Money Laundering Regulations, and any failure to comply with such a request shall result in termination of this agreement forthwith without any right of recourse on the part of the Principal..

8. The terms of this agreement, and details of any agreements which the Principal shall enter into or any process documentation received by the Agent shall be kept strictly private and confidential and shall not be disclosed to third parties without expressed permission from the Principal, unless the Agent is require to make such disclosure by order of a competent Court or under the requirements of The Proceeds of Crime Act or The Money Laundering Legislation Regulation or any similar legislation or regulations enacted or in force from time to time.

9. The Agent shall accept on behalf of the Principal proceedings issued only through Courts of England in relation to any of the agreements specified in Schedule 1 hereof.

10. The Agent shall issue confirmation of appointment to such parties as the Principal shall request from time to time provided the Principal shall pay to the Agent’s standard fees applying for such confirmations from time to time and provided these have been received in cleared funds in the bank account of the Agent, clear of all bank charges.

11. The Agent shall destroy all documentation upon this agreement terminating notwithstanding they may legally belong to the Principal, unless the Principal shall have notified the Agent to the contrary and requested the same to be returned to it at its own cost, and provided these costs have been received in cleared funds in the Agent’s bank account but the Agent may at its own discretion retain such document or documents.

12. Agent’s fees and any reimbursement of expenses shall be remitted to the Agent without deduction of any withholding taxes, or duties and the Principal shall be responsible for cost of transmission of the funds and bank charges of both the transmitting bank or banks and the recipient bank. If the Principal is required by law to make any such deduction the Principal shall pay such additional amounts as will ensure that the Agent actually receives, the gross amounts as if no deductions had been made.
13. The Principal shall keep the Agent fully indemnify against all liabilities, claims, costs and expenses how so ever arising as a result of the Agent acting as process agent of the Principal.

14. The Principal shall have no right of action against the Agent in respect of any failure on the part of the Agent to perform any of its duties hereunder unless such failure is due to our negligence or wilful default.

15. The Principal accepts and agrees that any claim it makes against Agents, or any other party shall be limited to the fees charged by the Agent hereunder whether such claim arises under contract law or under the Law of Tort.

16. This agreement shall be governed by English Law, and the parties hereby agree to submit to the exclusive jurisdictions of English courts.  

IN WITNESS WHEREOF THE PARTIES HAVE HERETO EXECUTED THIS AGREEMENT THE DAY AND YEAR FIRST BEFORE WRITTEN 

Executed for and on behalf of 

DOCUMENT EXCHANGE COMPANY LLP

By                                                                                         Partner

By:                                                                                        Partner

Executed for and on behalf of  [ENTER NAME OF YOUR COMPANY]

By: [Enter name of the person signing as director] DIRECTOR 

{sign here}

By: [Enter name of the person signing as secretary] SECRETARY

{sign here}


CERTIFICATE TO BE COMPLETED BY NOTORY PUBLIC/ LAWYER

I [the name and address and qualification of the Notary Public or a lawyer licensed to practice commercial law and member of nationally recognised professional body in whose presence this document is signed by signatories for the principal, this is to comply with Money laundering Regulations and the proceeds of Crime Act] being a NOTARY PUBLIC/ LAWYER hereby confirm that this document was signed in my presence and I am satisfied with the identity of the Principal, and the signatories signing on its behalf after having examined the following documents 

Documents Examined

     Note of Details
	1.
	Certificate of incorporation
	

	
	- Date of incorporation

- Company registration number
	

	2.
	National passport of Director
	

	
	- Name of passport holder

- Passport Number

- Date of Issue

- Place of Issue

- Date of Birth of Holder
	

	3.
	Document showing proof of residential address of the Director
	

	
	- Address on the document


	

	4.
	National passport of Secretary
	

	
	- Name of passport holder

- Passport Number

- Date of Issue

- Place of Issue

- Date of Birth of Holder
	

	5
	Document showing proof of residential address of the Secretary
	

	
	- Address on the document


	


Signature and official rubber-stamp of the NOTARY/ LAWYER:

Date certificate completed:


SCHEDULE 1

	Date
	Name and Address of party who has entered into the agreement with the Principal
	Brief Particulars of the Agreement to assist in identification of the document

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



SCHEDULE 2
Full contact details of the Principal, its officers and nominated person to receive communications on its behalf:

	1.
	Full Name, of the Principal & its registration number & registered office address:


	

	2.
	Full trading address:


	

	3.
	Full name and address of the CEO/Director signing the agreement:


	

	4.
	Full name and address of the Company Secretary:


	

	5.
	Person nominated to receive communications with us.
	

	6.
	Email address of the person named in 5.


	

	7.
	Fax number with STD of person named in 5.
	

	8.
	Telephone number with STD of person named in 5.
	



SCHEDULE 3
Scale of fees payable to agent

FEES MUST ME REMITTED TO OUR ACCOUNT CLEAR OF ALL CHARGES [YOUR BANK AND OUR BANK] BEFORE THIS AGEEMENT COMES INTO FORCE

ACCOUNT DETAILS ARE:
	Account Name:
	Document Exchange Company LLP

	Account Number:
	504 5142

	Sort Code:
	72-00-00

	BIC Number:
	GIRB GB22

	IBAN Number:
	GB95 GIRB 7200 0005 0451 42

	Bank Name:
	Alliance + Leicester Commercial Bank


AGENCY FEES PAYABLE ARE:

	Number of related Documents
	Total Fees Payable

For 5 years
	For each additional year add

	1-3
	£600
	£120

	4
	£720
	£145

	5
	£865
	£175

	6
	£1,010
	£175

	7
	£1,155
	£175

	8
	£1,300
	£175

	9
	£1,445
	£175

	10
	£1590
	£175


If you require a signed copy of this agreement sent to you by courier, please add an additional £ 65.

Please note that this agreement relates only to the documents specified in schedule 1 thereto, and separate agreements will be required for any other documents or variations ion the contracting parties.

If we are requested to confirm our appointment, or to give notices, to any person other than the appointer or to more than one office of the appointer, we reserve the right to charge a fee of up to £150, plus disbursements incurred.

Fees for acceptance of service under sections 691 and 695 of the Companies Act 1985 will be quoted on application.

Document Exchange Company LLP


68 St Maragarets Road, Edgware, Middlesex HA8 9UU


Tel: 02089585016     .    Fax: 02089586624     .    Email: admin@dxllp.co.uk    .     Reg No: OC323745
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