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Thank you for engaging Ella Cheong LLC. To ensure a clear understanding of our 
relationship, we set out the terms of our engagement as follows: 

1. Our Engagement 

1.1. We are required to the identities of the persons having a controlling interest 
in or eƯective control over our client before acting for them. Your 
engagement of our services will therefore be dependent on our ability to 
verify such information. 

1.2. You have engaged us to provide services as set out in your instructions to 
us from time to time. We will provide all services reasonably required for 
this purpose and take all reasonable steps to update you on the progress 
of your matter(s). 

1.3. During the course of the matter, we will, where applicable and appropriate, 

(a) explain to you any settlement proposals, oƯers made or positions 
taken by other parties which aƯect your case; and 

(b) evaluate with you if a course of action requested by you justifies the 
risk or expense involved. 

1.4. We will assign to each of your matters a case handler who will ensure that 
your reasonable needs are met. We may, at our discretion, assign other 
staƯ to assist in the discharge of our services to you. If you have any 
preferences with respect to such assigned case handler or staƯ, please 
inform us as soon as possible. 

2. Fees & Expenses 

2.1. We charge professional fees according to a schedule of fixed fees for 
certain quantifiable tasks related to intellectual property matters, such as 
routine trade mark or patent prosecution activities. Matters outside of our 
scheduled fees are charged on the basis of hourly rates applied to time 
spent on in connection a matter, including 

(a) telephone conversations; 

(b) reviewing and preparing correspondence; 

(c) reviewing and preparing documents; 

(d) reviewing and conducting research; 

(e) internal conferences; 

(f) preparing for and attending meetings and hearings; 

(g) travelling and waiting time; and 

(h) overall management of the matter. 

2.2. The hourly rates of our professionals are as follows: 

Designation Hourly rate (SGD) 

Director / Associate Director  600 - 1,000  
Senior Associate  400 - 650  
Associate   300 - 500  
Executive / Paralegal  150 - 300  

 

2.3. All indicated fees do not include applicable goods and services taxes 
unless specifically stated.  Scheduled fees and hourly rates fixed fees are 
subject to our periodic unilateral review and current rates are available 
upon request. 

2.4. Urgent work (ie, tasks requiring completion within 48 hours of receiving 
instructions) and work performed outside regular oƯice hours will attract 
higher rates (usually double). In addition, scheduled fees may be increased 
if complex and diƯicult issues arise. 

2.5. Any expenses incurred by us on your behalf will be charged to you. These 
may arise from oƯicial fees, transport, searches, courier, postage, 
photocopying, meals for work after oƯice hours, long distance calls, 
resource access, support services by others (eg, investigators, agents, 
consultants, translators), and include other reasonable incidentals.  

2.6. Our usual invoicing currency is Singapore Dollar or US Dollar set at the time 
of your onboarding as a client and as may be amended subsequently on 
your instruction. Any expenses incurred by us in a diƯerent currency from 

our invoicing currency will be converted and charged in our invoicing 
currency with corresponding exchange fluctuation and bank charge buƯers. 

2.7. Intellectual property matters involve ongoing fees and expenses over a long 
term and may vary according to the nature and timing of decisions made. 
Do make yourself aware of anticipated costs and budget for them. Cost 
estimates given are just estimates and should not be taken as final. 
Changes in circumstances over time may aƯect the accuracy of cost 
estimates.  You should verify cost estimates, especially those provided 
more than a month earlier, before confirming instructions. 

3. Deposit/Advances 

3.1. From time to time, we may require payment in advance under prepayment 
invoices or based on estimates of future fees and charges that you will incur. 
Should we set oƯ these advances against our invoices, we reserve the right 
to ask for further deposits from you of a quantum commensurate with the 
anticipated professional fees and disbursements at that stage of the matter. 
If such a further deposit is requested, payment of that deposit will be a 
condition of our continuing to act for you. 

3.2. Please note that these sums are deposits only, and the total amount of 
professional fees and disbursements payable to us may exceed or fall 
below the total amount of deposits remitted to us. 

3.3. We will hold all deposits in our client account for your benefit. Unless you 
give us specific instructions, it shall be in our discretion whether or not to 
place such monies on interest-bearing deposit. We are entitled to set oƯ 
the monies standing to your credit in our client account and any interest 
accrued thereon against legal fees and disbursements due to us. We will 
not, however, eƯect any set-oƯ against our legal fees and disbursements 
unless we have rendered a bill to you or other written note of costs, and we 
have notified you in writing to your last known address of our intention to 
eƯect the set-oƯ within 2 days of the date of the said written notification. 
For the purpose of exercising such set-oƯ, we shall have the right to uplift 
any of your monies placed on interestbearing deposit by us, whether at or 
prior to the time of maturity of the deposit and regardless of any penalty 
which may be imposed for early withdrawal. 

4. Billing & Payment 

4.1. You are solely responsible for full payment of our charges. Our invoices are 
deemed received, accepted and payable immediately from the invoice 
date. 

4.2. In the event that any of our invoices are not paid within 30 days of issue 
and/or any of our requests for advances are not met, we reserve the right 
and discretion to (1) delay, suspend or withdraw from providing you any 
further services, (2) charge interest at 6% per annum from the relevant 
invoice date to the date of payment, (3) retain custody of any documents 
pertaining to your matters with us until full payment, and (4) report you to a 
credit reporting agency.If you are based out of Singapore, you are required 
to settle our invoices without any deduction or withholding on account of 
any taxes, levies, duties or charges of any nature. If any withholding is 
required, you are responsible for paying such additional amount as is 
necessary so that we will receive full payment of our invoices. 

4.3. In the event that we are instructed by you to issue or send our invoices to a 
third party, you are required to procure a written undertaking from the said 
third party to settle our invoices in accordance with the terms set out in this 
Clause 5. In the absence of the aforementioned written undertaking, you 
will remain responsible for the settlement of our invoices notwithstanding 
our compliance with your request to issue or send our invoice to the said 
third party. 

4.4. If you are instructing us on matters on behalf of your client, you agree that 
your payment to us for our charges is not in any way contingent on payment 
to you by your client. 

4.5. Any monies, including advances and costs awarded in Court, paid to us 
may be set oƯ against our charges when we render our invoices and against 
any invoices which may be outstanding from you to us, provided that we 
have notified you in writing to your last known address of our intention to 
eƯect the set-oƯ within 2 days of the date of the said written notification. 

5. Client’s Responsibility 

5.1. You are expected to fully co-operate with us in order for us to properly and 
eƯiciently provide our services. In particular, you agree to 

(a) provide full, complete and relevant information on a timely basis; 
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(b) be truthful with us; 

(c) check the accuracy of documents we prepare for you and promptly 
inform us of any relevant error, correction or clarification; 

(d) keep us informed of relevant developments (eg, informing us of 
ownership changes to an intellectual property right we are assisting 
you on); 

(e) abide by these Terms of Engagement; 

(f) pay our invoices promptly; and  

(g) keep us updated on your current contact particulars. 

5.2. In the event that we request but do not receive your instructions, we reserve 
the right to take such action as we may in our sole discretion deem 
necessary to protect your rights or interests without reference to you. You 
remain responsible to pay us for services rendered and expenses incurred 
by us as a result. We also reserve the right to alternatively delay, suspend 
or withdraw from providing you any further services. 

5.3. On your request, we will take instructions from an agent or person whom 
you may nominate from time to time as instructions from you, but this shall 
not absolve you from any responsibility to pay us for services rendered and 
expenses incurred by us in pursuance of such instructions. 

6. Termination 

6.1. While we look forward to a satisfying long-term relationship with you, you 
retain the right at any time to terminate our services. Our services may be 
terminated any time by your written notice.  

6.2. We are similarly entitled to terminate our engagement to act for you on any 
or all active matters under your instruction, including but not limited to: 

(a) the grounds set out in Rule 26 of the Legal Profession (Professional 
Conduct) Rules 2015 (eg, breach of your payment obligations); 

(b) the completion of the matter we are engaged to handle; and 

(c) failure to receive additional or fresh instructions from you after 6 
months have elapsed since we last provided any services to you. 

6.3. Termination does not relieve you of your obligation to pay our invoices, and 
unbilled fees and disbursements that arose before termination. 

6.4. We are entitled to exercise a lien (a right of possession) over all documents 
and monies held by us until full payment is received even if our engagement 
has been terminated.  As such, we will withhold delivery of any document, 
money or property in our possession until full settlement of outstandings. 

6.5. In the event that you appoint new lawyers to take over the conduct of any 
legal matter from us, we will release the documents for the matter only 
upon receipt of their undertaking to protect our lien over all documents and 
monies held by us until full payment is received. We reserve the right to 
charge for assistance and expenses incurred in transferring a matter to 
other service providers (eg, photocopying, courier, transport). 

6.6. Regardless of termination or delivery of any documents to you, copyright 
and all other rights in our works are expressly retained. 

7. Potential Conflicts of Interest 

7.1. As we have many clients around the world, it is possible that we may 
provide services to another client in another matter in which you are that 
client’s adversary. If we are not given possession of your confidential 
information that could be used against you in that other matter, we do not 
expect you to object ordinarily in such a situation. 

7.2. It is also possible that we may provide services from time to time before, 
during and after our engagement by other clients with whom your interests 
are adverse, but in matters not substantially related to your subsequent 
engagement. You hereby acknowledge and consent to the foregoing and 
agree, to the extent necessary, that you hereby waive any complaint of 
conflict of interest arising from the foregoing. 

7.3. You agree that you are our client but do not act for your shareholders, 
subsidiaries or related companies, as the case may be, unless specifically 
instructed as such and accepted by us in writing. While we would naturally 
be reluctant to act adversely against your shareholders, subsidiaries or 
related companies, you confirm that we may represent another client with 

interests adverse to your shareholders, subsidiaries or related companies 
for whom we do not act, without the need for your any consent. 

8. Disclaimer  

8.1. Nothing in these Terms of Engagement and nothing in our communication 
should and would be taken as a promise or guarantee about the outcome 
of any of your particular matters.  You agree that our fees are not dependent 
or contingent upon the business or commercial outcome of your matters. 
For the avoidance of doubt, we make no promises or guarantees, and our 
advice on any matter is an expression of opinion only. 

8.2. We are not responsible for any misunderstanding or misinterpretation 
relating to any oral instructions or communications between us that are not 
confirmed in writing. 

8.3. To the full extent permitted by law, any law that enables a third party to 
enforce these Terms of Engagement (eg, the Contracts (Third Party Rights) 
Act), is hereby excluded from applying to these Terms of Engagement.  

9. Miscellaneous 

9.1. We will not divulge any confidential information disclosed to us by you to 
another person (except our or your employees) without your prior consent 
or instruction. This obligation does not extend to information which is 

(a) not confidential in nature; 

(b) known to us prior to its receipt by us; 

(c) already in or enters (other than by our breach) the public domain; and 

(d) required to be disclosed by any authority, order, statute or regulation. 

9.2. We are entitled to the ongoing archival and disposal of any documents and 
items relating to any matters handled by us on your instructions as we shall 
deem operationally appropriate (eg, after the delivery of a patent certificate 
of grant to you). The retrieval of any archived document and item shall incur 
a fee of SGD50 (or USD40) per item or at our applicable prevailing rates, in 
addition to disbursements for expenses incurred. 

9.3. As much as email shall be a primary means of communication between us, 
you understand and accept the associated security, corruption, 
confidentiality and delivery risks of email. We take no responsibility for late, 
incomplete, inaccurate, corrupted and infected email, or for any loss and 
damages that may arise out of the use of email arising from causes beyond 
our reasonable control. You agree to waive and hold us harmless from any 
such loss and damages which may arise in this regard. 

9.4. No failure or delay by us to exercise any right, power or remedy will operate 
as a waiver of it nor will any partial exercise preclude any further exercise 
of the same, or of some other right, power or remedy. 

9.5. These Terms of Engagement shall be governed by and construed in 
accordance with the laws of Singapore. 

9.6. This constitutes the entire understanding between you and us and 
supersedes all prior understandings, written or oral, relating to its subject 
matter. Any change to these Terms of Engagement must be made or 
confirmed in writing by a director of Ella Cheong LLC. 

ACCEPTANCE  

Please sign and return these Terms of Engagement for the purpose of proper 
record.  Nevertheless, should you proceed or continue to instruct us on any 
matter after having been sent these Terms of Engagement, you are deemed 
to have engaged us subject to the entirety of these Terms of Engagement. 

I / We have read and understand these Terms of Engagement and agree to engage 
Ella Cheong LLC subject to these Terms of Engagement 

Signature (& stamp):  

Company:  

Name:  

Designation:  

Date (dd/mm/yyyy):  

 


