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3.2 (1) Take accurate instructions relating 
to a legal matter from clients or service 
users 

Evidence provided and date of evidence 

e.g.  Letter to client dated 01.01.2020

     Telephone attendance note dated 01.01.2020

Attendance note date 13.10.2022

Email to client dated 18.10.2022

Email from client dated 20.10.2022

Letter to wife’s solicitor dated 20.10.2022

Explain how the example meets the learning Outcome and how the evidence 
shows this

Use appropriate listening and questioning techniques and take accurate 
instructions from your client or service user. 
I was acting for a client in connection with ongoing financial remedy proceedings. My 
client was vacating the family home. In order to avoid a dispute regarding contents of 
the family home, I arranged a telephone call with my client in order to identify which 
items he wanted to remove and take with him when he vacated. The wife had 
requested a full inventory. I called the client and using appropriate questioning 
techniques, I asked him to take me through each room in the house so that we could 
put together a list of items which he wanted to take with him. Please refer to the 
attendance note dated 13.10.2022. 

Confirm with your client/service user that your understanding of the 
instructions is correct 
Following our phone call, I drafted a letter to be sent to wife’s solicitor setting out the 
proposed inventory of items which my client wished to take with him. I asked the 
client to carefully review the inventory and ensure that nothing had been missed off. 
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He then confirmed that he was happy for my draft letter and inventory to be sent. 
Please refer to the email from the client, and the finalised letter which was sent to 
wife’s solicitor. 

Provide evidence of both taking the instructions and confirming the 
instructions with your client/service user 
Please refer to the email from the client, and the finalised letter which was sent to 
wife’s solicitor.

Reflection and evaluation 

Describe what you learnt from the activity you undertook to meet the Learning 
Outcome. You may want to complete this section at a later date once you have 
had time to reflect on your practice and experience.

Taking accurate instructions is imperative in order to represent a client. Incorrectly 
understanding the client’s instructions could lead to potential issues, hence why it is 
important to double check that you have understood your client’s instructions before 
acting on them, and ensuring that you had a detailed note.  

Supervisor’s Name 

Please print the full name of the 
supervisor that supervised the work 
referred to above within this logbook 
sheet and the supporting evidence.
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MR  – INVENTORY AS AT 20 OCTOBER 2022 

KITCHEN 
1. Cutlery (gift from parents for 21st)  
2. Kitchen knives etc – originally from parent’s house 

 
GARAGE 

1. Tools – box of assorted tools 
2. x2 drills 
3. Wellies  
4. Large stepstool  
5. 1x spare garden fork, spade, rake, ‘loppers’ 
6. Sledgehammer and pickaxe  
7. Ivy scraper  
8. Set of long ladders 
9. Bow saw 
10. Chain Saw 
11. Bill hook 
12. Camping equipment  
13. Bicycle 
14. Spare bicycle pump 
15. Tarpaulins x2 

 
Shed 
 2x garden chairs 
 
BEDROOMS  

1. Personal belongings  
2. Laptop and computer equipment 
3. Hard drive 
4. Old PC (former family PC) – contains old bank account details etc so needs to be 

disposed properly  
5. Duvet, pillows x2, duvet, pillow covers x1 set, mattress protector x1 

 
LIVING ROOM 

1. White leather recliner 
 
STUDY 

1. Gaming chair 
2. Personal items, technical manuals 

 
LOFT 

1. I believe have taken everything needed save for my wet suit and travel wheelie 
 
OFFER BY W – CORRESPONDENCE OF 13.10.2022 
 

1. Bed – to remain at FMH  
2. The living room sofas – to remain at FMH 
3. His shelves from the study – to remain at FMH 
4. Petrol mower - undecided 
5. Half of the Denby china – to remain at FMH  
6. Glass garden table (mother’s garden furniture) – to remain at family home 
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