BILL OF COSTS

1.
The title page of the bill of costs

(1)
the full title of the proceedings;

(2)
the name of the party whose bill it is and 


a description of the document showing the right to assessment (as to which see paragraph 40.4, below);

(3)
if VAT is included as part of the claim for costs, the VAT number of the legal representative or other person in respect of whom VAT is claimed;

(4)
details of all legal aid certificates, LSC certificates and relevant amendment certificates in respect of which claims for costs are included in the bill.

2.
background information

(1)
a brief description of the proceedings up to the date of the notice of commencement;

(2)
a statement of the status of the solicitor or solicitor’s employee in respect of whom costs are claimed and (if those costs are calculated on the basis of hourly rates) the hourly rates claimed for each such person. It should be noted that ‘legal executive’ means a Fellow of the Institute of Legal Executives. Other clerks, who are fee earners of equivalent experience, may be entitled to similar rates. It should be borne in mind that Fellows of the Institute of Legal Executives will have spent approximately 6 years in practice, and taken both general and specialist examinations. The Fellows have therefore acquired considerable practical and academic experience. Clerks without the equivalent experience of legal executives will normally be treated as being the equivalent of trainee solicitors and para-legals.

(3)
a brief explanation of any agreement or arrangement between the receiving party and his solicitors, which affects the costs claimed in the bill.

3.
items of costs claimed under the headings specified in paragraph 4.6

(1)
attendances on the court and counsel up to the date of the notice of commencement;

(2)
attendances on and communications with the receiving party;

(3)
attendances on and communications with witnesses including any expert witness;

(4)
attendances to inspect any property or place for the purposes of the proceedings;

(5)
attendances on and communications with other persons, including offices of public records;

(6)
communications with the court and with counsel;

(7)
work done on documents: preparing and considering documentation, including documentation relating to pre-action protocols where appropriate, work done in connection with arithmetical calculations of compensation and/or interest and time spent collating documents;

(8)
work done in connection with negotiations with a view to settlement if not already covered in the heads listed above;

(9)
attendances on and communications with London and other agents and work done by them;

(10)
other work done which was of or incidental to the proceedings and which is not already covered in the heads listed above.

* Routine letters out and routine telephone calls will in general be allowed on a unit basis of 6 minutes each, the charge being calculated by reference to the appropriate hourly rate.

* a sum in respect of routine e-mails sent to the client or others on a unit basis of 6 minutes each, the charge being calculated by reference to the appropriate hourly rate.

*Where a litigant acts in litigation on his own behalf he is not treated for the purposes of VAT as having supplied services and therefore no VAT is chargeable in respect of work done by that litigant 

4.
summary showing the total costs claimed on each page of the bill

5.
schedules of time spent on non-routine attendances; and

6.
the certificates referred to in paragraph 4.15.

