SCALE OF CHARGES

Quick Service Request:  

· This is where the scrutiny, retrieval and copying of documents takes up to 15mins and to include the cost of copies/plans etc. up to the size of A3. (Prices for larger copies are as attached scale of charges). 
· The charge for a quick service request is £10-00 + VAT and will be based on a proportion of the £40-00 per hour normal charges for histories.

Full Service Request:

· This is where the scrutiny, retrieval and copying of documents takes over 15mins and is based on the time taken to complete the request at £40-00 per hour or a proportion of the time taken over 15mins, all copies of documents to be included in the charge.

·  Clients will be informed of charges, and agreed before the documents are supplied. 
· The documents can then be emailed, posted or faxed at client’s request.
· Scrutiny of request, retrieval and copying of documents taking up to ½ hour to complete  - £20-00

· Scrutiny of request, retrieval and copying of documents taking up to ¾ hour to complete - £30-00

· Scrutiny of request, retrieval and copying of documents taking up to 1 hour to complete - £40-00

These charges are subject to 15% VAT

Archived documents will also be charged for time taken to retain the copies from archives and photocopying time – These are pre 1978 documents.
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