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Application Form
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	Step 1 – Read the scheme rules 

	· The guidance notes set out the obligations in respect of this application. By signing the declaration contained at the end of the application form, you are agreeing to comply with the application process and the obligations contained in the guidance notes.
· We will not accept any amendments to the form of declaration. Any amendments will make the declaration unacceptable and the application will be returned to you to re-sign in the correct format.


	Step 2 – Complete the application form 

	· The application form is designed to be completed electronically in Microsoft Word (1997 and later).  Use the ‘tab’ key to progress through the form.  Questions require a combination of typed answers, choosing an option from a drop-down menu or confirmation using a check box.  
· This form should also be used for various types of nomination, such as independent experts or administrators of estates etc, and amended accordingly.
· All appointments and nominations are arranged by the Society’s Arbitration Consultant and, with approval of the President, the President's signature may be applied electronically to the appointment. The President cannot engage in correspondence relating to particular appointments or nominations, whether before or after they are made.
· All appointments are made on the condition that neither the Law Society nor the President thereof from time to time nor any of their officers, agents, employees or advisers shall have any liability in respect of any loss or damage suffered or otherwise incurred by any other party howsoever arising out of or otherwise connected with the appointment, including but not limited to liability in respect of the validity, appropriateness or effectiveness of the appointment, the discharge by the appointee of his duties and functions or the payment of any fees or expenses associated with the appointment.  
· If additional information needs to be given, this can be given in a separate letter attached to the form. Please submit all documentation by e-mail. 
· If the dispute does not involve a document with an arbitration clause, we will require a letter signed by both parties stating that they jointly agree that the President may appoint an arbitrator on their behalf.

· Please keep a copy of your completed application form for your records.

	

	Step 3 – Return your application to us 

	· Email your completed application form to us at arbitration@lawsociety.org.uk
· Please do not make payment when submitting your application.  Upon receipt of your application, the amount payable will be determined and an invoice will be sent to the applicant.
· When emailing your application, please do not send files exceeding 18MB.  If necessary, please send your supporting documents in separate emails.

	

	Questions?

	We cannot process your application if any relevant data or documentation is missing from your application form.  If you are unable to resolve your query using information provided in the guidance notes, please contact us:

Tel: 020 7320 5797 or e-mail arbitration@lawsociety.org.uk


Section 1 - General information
I/We hereby request that an appointment of an arbitrator be made in the name of the President of The Law Society in the dispute details of which are set out below: -

A - Applicant's details
	1.
	Title and full name (forename[s] and surname)
	Title:      
Forename(s):      
Surname:      

	2.
	Address of applicant
	Address:      
Town/city:      
County:      
Postcode:      

	3.
	Email address
	     


B - Applicant's solicitor's details
	4.
	Name and address of solicitor
	Name:      
Address:      
Town/city:      
County:      
Postcode:      

	5.
	Email address
	     

	6.
	File reference
	     


C - Other parties to the proposed arbitration
	7.
	Details of additional parties
	Title, name and surname of first party:      
Address:      
Town/city:      
County:      
Postcode:      
Email address:      
Title, name and surname of second party:      
Address:      
Town/city:      
County:      
Postcode:      
Email address:      
Title, name and surname of third party:      
Address:      
Town/city:      
County:      
Postcode:      
Email address:      


D - Details of other parties' solicitors

	8.
	Name, address, email address and file reference of other parties' solicitors
	Name of solicitor of first party:      
Address:      
Town/city:      
County:      
Postcode:      
Email address:      
File reference:      
Name of solicitor of second party:      
Address:      
Town/city:      
County:      
Postcode:      
Email address:      
File reference:      
Name of solicitor of third party:      
Address:      
Town/city:      
County:      
Postcode:      
Email address:      
File reference:      



Section 2 - Dispute information
E - Agreement details

	9.
	Details of parties considered to be disqualified for appointment
	     

	10.
	Nature and date of agreement containing arbitration clause - please include clause reference and page number

A full copy of the agreement must be enclosed
	     
 Check box to confirm full copy of the agreement is enclosed

	11.
	Please state briefly the nature of the dispute
	     

	12.
	Amount in dispute
If unliquidated this should be stated
	     
     

	13.
	Please state any views relative to the qualifications of the arbitrator
	     


Section 3 - Declaration
	Applicant

	I/We have read carefully the notes on page 3 of this form and the separate guidance notes which have been supplied, and this application is made on the basis of these notes.

I/We confirm that efforts have been made to agree an arbitrator between the parties as required by the arbitration clause (copies of relevant correspondence must be enclosed).
Data protection notice
The accreditation office will keep copies of your application form for three years at which point it will be securely destroyed.  This complies with our legal obligation under the Data Protection Act 1998 not to keep records containing personal data for any longer than is necessary.


	Signature
	For electronic applications: I have read and understood the declaration above. Please check box to confirm your acceptance 


	Name (BLOCK CAPITALS)
	     

	Date (DD/MM/YYYY)
	     


Section 4 - How to pay and return your application form to us
Please do not make payment when submitting your application.  Upon receipt of your application, the amount payable will be determined and an invoice will be sent to the applicant. Please complete the billing address section below if this is different to the applicant's address provided in Section 1A. 
Pricing can be found in our guidance notes.
· Upon receipt of your invoice, please make payment by bank transfer, credit or debit card.

· The terms of your invoice are immediate.  
· If payment has not been received within 30 days of the invoice date, your application will be withdrawn.

	Payment method
	Instructions

	Bank transfer
(BACS)
	· Email your completed application form to us at arbitration@lawsociety.org.uk
· Upon receipt of your invoice, pay directly to our bank.
· Quote the invoice number as the payment reference.

	Credit or debit card
	· Email your completed application form to us at arbitration@lawsociety.org.uk
· Upon receipt of your invoice, please telephone the cashiering team on 0121 329 6100 (option 2) to make payment.

· A handling charge of 1.75% will be added for payment by credit card.


	Billing name and address

	Is your invoice billing name and address the same as the applicant's name and address provided in Section 1A?
	
If 'No', please provide your billing name and address below.


	Billing name and address


Complete if different from the applicant's name and address provided in Section 1A.
	Name:      
Address line 1:      
Address line 2:      
Address line 3:      
Town/city:      
County:      
Postcode:      


Invoice query?
Contact the credit control team at creditcontrol@lawsociety.org.uk or telephone: 0121 329 6100 (option 3). 

Payment query?
Contact the cashiering team at cashiers@lawsociety.org.uk or telephone: 0121 329 6100 (option 2).
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