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Standard Letters and Precedents 2011

	Version number
	2.3

	Last updated
	29 February 2012   


How to locate the documents

Below is a list of the documents that are to be found in each category of work undertaken during the life of a criminal case.  The first column details the name of the document, the second column (when the file name is not self-explanatory) the use to which the form is to be put. The file name is the category and numeric code e.g. P001.
Unless stated otherwise the documents are in .doc (Microsoft word) format.

How to use the documents

Some documents will stand alone and the content will not need to be modified. In relation to most documents however you should regard them as a starting point and tailor them further to meet your own needs. Clearly, there cannot be a letter to cover every single eventuality (we have estimated that over 5,000 letters would have been needed) and therefore a number of letters contain option paragraphs which must be deleted as necessary.  You will find that it is easier to delete irrelevant paragraphs from a long letter (e.g. the magistrates’ court closing letter) than it is to search for the correct letter to meet the exact circumstances. 

We have also included a number of useful ‘paragraph clauses’ that formed the foundation of CrimeLine’s best selling publication, the ‘Crime Quality Manual’ – a book that is in use at over 1,000 criminal firms. Finally, we have included all of the important forms which are mandatory under the Consolidated Criminal Practice Direction and Criminal Procedure Rules. 

What you therefore have on this CD collection is something we believe to be the ultimate toolkit for giving your own standard letters and precedents a much needed update. The files are not copy protected and you are free to modify them as you see fit and integrate them into your case management system or existing precedent library.
Updates

Any required amendments will be included on our website, via the Bookshop page. These updates are provided on a complementary basis and are not provided as part of the purchase price of this CD.  Updates will be provided up to 31st January 2012 and you are advised to check the page on a regular basis. The page is password protected, and you will need to enter [PASSWORD REMOVED]  to gain access. 
Copyright and Legal Notice

(c) CrimeLine Training Limited 2011. These documents, with the exception of those that are Crown Copyright, are licensed for the use of the purchasing firm only. Whilst every care has been taken in relation to this product and service, the user remains responsible for ensuring that the letters and precedents are fit for purpose. Save for manufacturing defect, all liability that can in law be excluded is hereby excluded.
Contract and SQM Compliance
All documents in this category begin with the prefix C
	File name
	

	C001 Crown court case plan
	

	C002 Duty solicitor compliance record
	

	C003 Duty solicitor at court claim form
	

	C004 Change of fee earner
	

	C005 Notification of case progression contact
	

	C006 CDS14 (PDF)
	

	C007 CDS15 (PDF)
	

	C007A CDS15C (PDF)
	

	C008 CDS16 (PDF)
	

	C009 AF1 (PDF)
	

	C010 AF2 (PDF)
	

	C011 CDS1 (PDF)
	

	C012 CDS2 (PDF)
	

	C013 CDS3 (PDF)
	

	C014 CDS4 (PDF)
	

	C015 CDS4A (RTF)
	

	C016 CDS5 (PDF)
	

	C017 CDS7 (PDF)
	

	C018 CDS8 (PDF)
	

	C019 CDS10 (PDF)
	

	C020 CDS11 (PDF)
	

	C021 CDS12 (XLS)
	

	C022 CDS13 (PDF)
	`

	C023 CDS18 (PDF)
	

	C024 CDS18A (PDF)
	

	C025 LF1 (PDF)
	

	C026 LF2 (PDF)
	

	C027 Signposting referral
	

	C028 File review summary
	

	C029 File closing form
	This should be on every file

	C030 Evaluation of third party service
	Form for experts register

	C031 Complaints register
	

	C032 Client feedback questionnaire
	

	C033 Legal aid transfer authority
	

	C034 Generic client care letter
	This should be printed and attached to the first retainer letter sent to the client

	C035 Staff induction
	

	C036 Interview assessment
	

	C037 Training record
	

	C038 POCA advocacy
	For claiming POCA advocacy fees under 2007 Funding Order (as amended)

	C039 Money laundering checklist
	

	C040 Register of approved people
	

	C041 Crime Quality Manual
	We have included a copy of the Crime Quality Manual, a very successful publication in use at over 1200 criminal firms. The manual is provided “as is” and is as published in 2007, so allowance will need to be made. It does however set out in much more detail the dangers of using standard letters exclusively, and suggests a number of paragraphs that will assist you in achieving higher peer review scores.

	C042 Job Application
	


Criminal Procedure Rules

Note that there is an overlap between documents in this category and those in the proceedings category. CPR documents that relate to evidential issues are to be found in the proceedings category.

All documents in this category begin with the prefix R
	File name
	

	R001 Application for a reporting direction s46 YJCEA 1999 (PDF)
	

	R002 Application for preparatory hearing in crown court (PDF)
	

	R003 Application to dismiss charges sent to crown court for trial (PDF)
	

	R004 Crown Court PCMH form
	

	R005 Extradition notice of waiver (PDF)
	

	R006 Magistrates’ court trial preparation 
	

	R007 Defence statement
	


Investigation stage

All documents in this category begin with the prefix I
	File name
	

	I001 Police Station Attendance
	Police station attendance pro-forma

	I002 Client Care Advice and Assistance
	Suitable for freestanding advice and assistance, or AA combined with police station attendance

	I003 Client Care Police Station Bail to Return
	

	I004 Non attendance at police station
	

	I005 Benefits authority
	

	I006 Bail to return letter
	Simple bail to return, with no initial client care detail

	I007 Client care - no further action
	Used when first attendance results in no further action

	I008 Charged to court
	

	I009 Request custody log and tapes
	

	I010 Request tapes non police investigation
	

	I011 CJU request custody log and tapes
	

	I012 Bail to return confirmation check
	

	I013 DWP request
	For DWP to provide evidence of benefits


Proceedings
All documents in this category begin with the prefix P
	File name
	

	P001 Application for special measures
	To be used in respect to a witness for whom special measures are being requested

	P002 Application to adduce bad character non-defendant
	

	P003 Objection to non-defendant’s bad character
	

	P004 Application to adduce bad character defendant
	

	P005 Objection to defendant’s bad character
	

	P006 Crown Court Means Testing – Judicial Apportionment (PDF)
	

	P007 Defence statement
	

	P008 Hearsay notice
	Application to adduce hearsay

	P009 Blank file
	Not currently in use

	P010 Hearsay - application to exclude where notice required
	

	P011 Hearsay application to exclude where no notice required
	

	P012 Live link
	To be used in respect to a witness for whom evidence by way of live link is being requested

	P013 Letter to defence witness – details to prosecution
	Notifying defence witness that details will have to be communicated to the prosecution

	P014 Client care magistrates court adult
	Client care letter for adult appearing in the magistrates’ court

	P015 Client care magistrates court youth
	

	P016 Client care case sent section 51
	

	P017 Client care case committed for trial
	

	P018 Grant of legal aid
	

	PO19 Client appointment request
	

	P020 Client appointment confirmation
	This letter to be used when you are making an appointment for the client

	P021 Missed appointment letter
	

	P022 Magistrates court adjournment
	

	P023 Warrant no bail
	

	P024 Notification of advocate
	

	P025 Prison visit
	

	P026 Draft proof of evidence
	

	P027 Final proof of evidence
	

	P028 Inform client of judge in chambers application
	

	P029 Conference with advocate
	

	P030 Change to place of remand
	Request to prisoner to notify firm is place of remand changes at any time

	P031 Crown court adjournment
	

	P032 Magistrates court closing letter
	

	P033 General closing letter
	Can be used if you prefer to add your own wording in relation to the result

	P034 Case removed from list
	

	P035 Documents to client
	

	P036 Legal aid failed means test
	

	P037 Legal aid failed ioj
	

	P038 Adjourned for confiscation proceedings
	

	P039 Respond to section 9 statements
	

	P040 Request search details
	

	P041 Judge in chambers application cover letter
	

	P042 Discharge of undertaking
	

	P043 Request advance disclosure
	Now mainly used in section 51 cases, but note that there is no obligation on the prosecution to provide such details in most instances

	P044 Notify bail variation
	

	P045 No reply received
	

	P046 Confirm witness visit
	

	P047 Witness draft proof
	

	P048 Witness completed proof
	

	P049 Witness case removed from list
	

	P050 Witness trial warning
	

	P051 Prison visit identity letter
	

	P052 Legal aid cover letter
	

	P053 List for bail variation
	

	P054 Ineffective PSR enlarge bail
	

	P055 Instruct expert witness
	

	P056 Payment of disbursement
	

	P057 Release medical records
	

	P058 Form NG
	Appeal to court of appeal

	P059 Form NG Prep
	Appeal from preparatory hearing

	P060 Form B
	Court of Appeal bail application

	P061 Bill of costs
	For court of appeal

	P062 Enclose brief
	

	P063 Brief to advocate contents
	

	P064 Papers to advocate
	

	P065 Advocate undertaking
	

	P066 Agents report
	Report to another firm when acting as agent on their behalf

	P067 Attendance note
	

	P068 Medical release consent
	

	P069 Non payment of agency fees
	1st chaser letter

	P070 Non payment of agency fees second letter
	

	P071 Agency confirm fees receipt
	

	P072 Duty client adjournment for own firm
	

	P073 Duty client one off advice
	

	P074 Bail application
	

	P075 Section 8 application
	

	P076 Section 9 statement
	

	P077 Witness summons application
	

	P078 Statutory declaration
	

	P079 Appeal notice to crown court
	

	P080 Appeal abandonment
	

	P081 Appeal to costs judge
	

	P082 QC extension
	Application to crown court to grant representation order for more than one counsel or QC

	P083 Central funds
	Application for costs from central funds to be taxed

	P084 Central funds cover application
	To be sent with the above bill

	P085 DS extension
	Application to extend period for service of defence statement

	P086 Crown court preparation checklist
	

	P087 Co related file information
	

	P088 Committed case file review form
	

	P089 Committed case file review continued
	

	P090 magistrates trial disclosure preparation
	

	P091 Client checklist
	

	P092 Section 10 formal admission
	

	P093 Witness list
	

	P094 Crime leaflet
	To be given to all clients at time of original retainer. Sets out an overview of the criminal process
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