Civil 2 - Initial letter 

SQM V4 10/10
Legal Help/Help at Court Form initially (no stat charge), 
full CLS funding application possible

[Client name]PRIVATE 

[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]
Funding your Case
We are currently advising you under what is commonly known as the “Legal Help Scheme”.  This entitles you to initial legal advice and assistance which will be paid for from the Community Legal Service fund. If there is any change in your financial circumstances you must notify the person who has care and conduct of your case, in order that they can decide if a reassessment of your means and eligibility for public funding is required.
It is important to tell you at the outset of the case that this Scheme does not cover the costs of representing you in most court hearings and taking certain steps in legal proceedings. Should this become necessary, we will discuss with you the options for funding such action.

It is possible that, during your case we might have to apply for full Legal Representation.  Should this become necessary, we will discuss this with you and assist you to complete the forms.  At this time we will also advise you fully as to the responsibilities of being a CLS funded client.

Care And Conduct
My name is [insert name] and I am [insert status].  I am also required to inform you that my casework is supervised by [insert name of supervisor].
  I shall carry out most, if not all, of the work on your case personally.  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 will be able to assist you. 

At [insert name of company], we try to provide the best possible service to our clients and, in order 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 applicable] 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








