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[Client Name]

[Client Address]
[Ref:]

[Date]

Dear [Client Name]
Re: [Insert matter type]

Your Instructions
[Fee earner dictates:

client’s instructions;

advice given even if reserved to a later date;

action to be taken even if none]
Criminal Defence Service

We are a part of the Criminal Defence Service and as such the costs of assisting you with your case are paid from public funds. This covers all the advice we have provided to date and up to the point at which you might have to appear at court if you are charged. If you need our assistance at this time we will discuss with you the availability of further public funding to cover the costs of representing you at court.

Care And Conduct

My name is [insert name] and I am [insert status] and I shall carry out most if not all of the work on your case personally. I am also required to inform you that my casework is supervised by [insert supervisor].
  There may be occasions when I am not immediately available and in these circumstances please talk to my Secretary, [insert name] who is familiar with your case and she will be able to assist you. 

At [insert name of company], we try to provide the best possible service to our clients and to do this we need to know, from you if you feel dissatisfied. Should you have any occasion to feel unhappy about our service please let me know straight away and I will discuss this with you. Should you wish to make a complaint, [insert name of complaints manager] is the person who deals with these matters and s/he [as appropriate] will be prepared to meet with you to discuss your complaint. We have a procedure in place which details how we handle complaints which is available upon request.
"If you are not satisfied with our handling of your complaint you can ask the Legal Ombudsman (telephone 0300 555 0333, website www.legalombudsman.org.uk) to consider the complaint. The Legal Ombudsman will expect you to have given your lawyer a chance to resolve your complaint before it will get involved. Normally, you will need to bring a complaint to the Legal Ombudsman within six months of receiving a final written response from us about your complaint."
Thank you for your instructions and I hope we can deal speedily and effectively with your case.

Yours

� Only to be included where fee earner is supervised.





