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Blank Letter to Client



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ IF { MERGEFIELD FW_CN_CLI_INFO_FW_CN_CLI_LIT} = "Yes" "{ MERGEFIELD
"FW_CN_CLI_INFO_FW_CN_LF_TITLE"} { MERGEFIELD
"FW_CN_CLI_INFO_FW_CN_LF_INITIA"} { MERGEFIELD
"FW_CN_CLI_INFO_FW_CN_LF_SNAME"}" "{ MERGEFIELD "LINKNAME_TITLE_1"1}{
MERGEFIELD "LINKNAME_INITIALS_1"} { MERGEFIELD "LINKNAME_SURNAME_1"}"}
{ IF { MERGEFIELD FW_CN_CLI_INFO_FW_CN_CLI_LIT} = "Yes" "{ MERGEFIELD
FW_CN_CLI_INFO_FW_CN_LF_ADD }" "{ MERGEFIELD CALCULATION_ADDRESS }"}

Dear { IF { MERGEFIELD FW_CN_CLI_INFO_FW_CN_CLI_LIT } = "Yes" "{ MERGEFIELD
FW_CN_CLI_INFO_FW_CN_LF_TITLE } { MERGEFIELD
FW_CN_CLI_INFO_FW_CN_LF_SNAME }" "{ IF { MERGEFIELD
CLI1_ADD_INFO_FW_CLI1_SAL} ="""{ MERGEFIELD LINKNAME_TITLE_1}{
MERGEFIELD LINKNAME_SURNAME_1 }" "{ MERGEFIELD
CLI1_ADD_INFO_FW_CLI1_SAL}" }"}

Re: { MERGEFIELD MATTER MATTER DESCRIPTION}

Yours sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Withess 2



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS2_FWWIT2TITLE } { MERGEFIELD
FW_CN_WITNESS2_FWWIT2INTS } { MERGEFIELD
FW_CN_WITNESS2_FWWIT2SURNAME }

{ MERGEFIELD FW_CN_WITNESS2_FWWIT2ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS2_FWWIT2TITLE } { MERGEFIELD
FW_CN_WITNESS2_FWWIT2SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1}Vv { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Withess 5



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS5_FWWIT5TITLE } { MERGEFIELD
FW_CN_WITNESS5_FWWIT5INTS } { MERGEFIELD
FW_CN_WITNESS5_FWWIT5SURNAME }

{ MERGEFIELD FW_CN_WITNESS5_FWWIT5ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS5_FWWIT5TITLE } { MERGEFIELD
FW_CN_WITNESS5 FWWIT5SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1}Vv { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Withess 3



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS3_FWWIT3TITLE } { MERGEFIELD
FW_CN_WITNESS3_FWWIT3INTS } { MERGEFIELD
FW_CN_WITNESS3_FWWIT3SURNAME }

{ MERGEFIELD FW_CN_WITNESS3_FWWIT3ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS3_FWWIT3TITLE } { MERGEFIELD
FW_CN_WITNESS3_FWWIT3SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1}Vv { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Withess 6



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS6_FWWIT6TITLE } { MERGEFIELD
FW_CN_WITNESS6_FWWIT6INTS } { MERGEFIELD
FW_CN_WITNESS6_FWWIT6SURNAME }

{ MERGEFIELD FW_CN_WITNESS6_FWWIT6ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS6_FWWIT6TITLE } { MERGEFIELD
FW_CN_WITNESS6_FWWIT6SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1}Vv { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Withess 4



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS4_FWWIT4TITLE } { MERGEFIELD
FW_CN_WITNESS4_FWWIT4INTS } { MERGEFIELD
FW_CN_WITNESS4_FWWIT4SURNAME }

{ MERGEFIELD FW_CN_WITNESS4_FWWIT4ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS4_FWWIT4TITLE } { MERGEFIELD
FW_CN_WITNESS4_FWWIT4SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1}Vv { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Withess 1



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS1_FWWITLTITLE } { MERGEFIELD
FW_CN_WITNESS1_FWWIT1INTS } { MERGEFIELD
FW_CN_WITNESS1_FWWIT1SURNAME }

{ MERGEFIELD FW_CN_WITNESS1_FWWIT1ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS1_FWWITLTITLE } { MERGEFIELD
FW_CN_WITNESS1_FWWIT1SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1}Vv { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }"}

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Paginator



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_CONTACTS_FW_CN_PAG_CON_title } { MERGEFIELD
FW_CN_CONTACTS_FW_CN_PAG_CON_initials } { MERGEFIELD
FW_CN_CONTACTS_FW_CN_PAG_CON_surname }

{ MERGEFIELD FW_CN_CONTACTS_FW_CN_PAG_ORG_name }

{ MERGEFIELD FW_CN_CONTACTS_FW_CN_PAG_ORG_address }

Dear { IF { MERGEFIELD FW_CN_CONTACTS_FW_CN_PAG_CON_surname }= " "Sirs"
"{ MERGEFIELD FW_CN_CONTACTS_FW_CN_PAG_CON _title } { MERGEFIELD
FW_CN_CONTACTS_FW_CN_PAG_CON_surname }"}

Re: { MERGEFIELD LINKNAME_FORENAME._1 } { MERGEFIELD
LINKNAME_SURNAME_1} v { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

Claim No:  { MERGEFIELD FW_CN_COURT FW_CN_CT CL _NO}

{ IF { MERGEFIELD FW_CN_CONTACTS_FW_CN_PAG_CON_surname }= "™ "Yours
Faithfully" "Yours Sincerely" }

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to GP



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

The Practice Manager
{ MERGEFIELD FW_CN_DEF1_FW_CN_D1 GP_SUR_name }
{ MERGEFIELD FW_CN_DEF1 FW_CN_D1 GP_SUR_address}

Dear Sirs

our { MERGEFIELD LINKNAME_TITLE_1 } { MERGEFIELD

Client:  LINKNAME_FORENAME_1} { MERGEFIELD
CLI1_ADD_INFO_FW_CLI1_MNAME } { MERGEFIELD
LINKNAME_SURNAME_1}

Address: { MERGEFIELD CALCULATION_ADDRESS }

DOB: { MERGEFIELD CLI1_ADD_INFO_FW_CLI1_DOB}
NHS { MERGEFIELD FW_CN_CLI_INFO_FW_CN_NHS_NUM }
Number:

Yours Faithfully

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to NHS Resolution



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

Your Ref: { MERGEFIELD FW_CN_CONTACTS_FW_CN_RES_REF }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_CONTACTS_FW_CN_RES_CON _title } { MERGEFIELD
FW_CN_CONTACTS_FW_CN_RES_CON_initials } { MERGEFIELD
FW_CN_CONTACTS_FW_CN_RES_CON_surname \f""}

{ MERGEFIELD FW_CN_CONTACTS_FW_CN_RES_ORG_name }

{ MERGEFIELD FW_CN_CONTACTS_FW_CN_RES_ORG_address }

Dear { IF { MERGEFIELD FW_CN_CONTACTS_FW_CN_RES_CON_surname } = " "Sirs"
"{ MERGEFIELD FW_CN_CONTACTS_FW_CN_RES_CON._title } { MERGEFIELD
FW_CN_CONTACTS_FW_CN_RES_CON_surname }"}

Our { MERGEFIELD LINKNAME_TITLE_1 } { MERGEFIELD

Client:  LINKNAME_FORENAME_1} { MERGEFIELD
CLI1_ADD_INFO_FW_CLI1_MNAME } { MERGEFIELD
LINKNAME_SURNAME_1}

Address: { MERGEFIELD CALCULATION_ADDRESS }

DOB: { MERGEFIELD CLI1_ADD_INFO_FW_CLI1_DOB }

{ IF { MERGEFIELD FW_CN_CONTACTS_FW_CN_RES_CON_surname } = " "Yours
Faithfully" " Yours Sincerely"}

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Expert 1



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD "FW_CN_MED_EXP_FW_CN_ME1_CON_title" } { MERGEFIELD
"FW_CN_MED_EXP_FW_CN_ME1_CON_forename" } { MERGEFIELD
"FW_CN_MED_EXP_FW_CN_ME1_CON_surname" }

{ IF{ MERGEFIELD FW_CN_MED_EXP_FW_CN_ME1_CON_compname } ="""{
MERGEFIELD FW_CN_MED_EXP_FW_CN_ME1_CON_address }" "{ MERGEFIELD
FW_CN_MED_EXP_FW_CN_ME1_CON_compaddress }" }

Dear { MERGEFIELD FW_CN_MED_EXP_FW_CN_ME1_CON_title } { MERGEFIELD
FW_CN_MED_EXP_FW_CN_ME1_CON_surname }

Re: Our Client:  { MERGEFIELD "LINKNAME_FORENAME_1" } { MERGEFIELD
LINKNAME_SURNAME_1}

Address: { MERGEFIELD CLIENT_HOUSE }, { MERGEFIELD
"CLIENT_POSTAL_TOWN" }, { MERGEFIELD
"CLIENT_POSTCODE" }

Date of Birth: { MERGEFIELD CLI1_ADD_INFO_FW_CLI1_DOB \@"d"\*Ordinal
} { MERGEFIELD CLI1_ADD_INFO_FW_CLI1_DOB \@"MMMM

yyyy"}

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Defendant 1



Solicitor



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

Your Ref: { MERGEFIELD FW_CN_D_SOL_INS_FW_CN_D1_SOL_RF}

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_D_SOL_INS_FW_CN_D1_SOL_CT _title } { MERGEFIELD
FW_CN_D_SOL_INS_ FW_CN_D1_SOL_CT initials } { MERGEFIELD

FW_CN_D SOL INS FW_CN_D1 SOL_CT surname}

{ MERGEFIELD FW_CN_D_SOL_INS_FW_CN_D1_SOL_OR_name}

{ MERGEFIELD FW_CN_D_SOL_INS_FW_CN_D1 SOL_OR_address }

Dear Sirs

Your Client:  { IF{ MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}="""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TITLE } { MERGEFIELD
FW_CN_DEF1_FW_CN_D1_FNAME } { MERGEFIELD
FW_CN_DEFL1_FW_CN_D1_SNAME }""{ MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST name}"}

Our Client:  { MERGEFIELD LINKNAME_TITLE_1 } { MERGEFIELD
LINKNAME_FORENAME_ 1} { MERGEFIELD
CLI1_ADD_INFO_FW_CLI1_MNAME } { MERGEFIELD
LINKNAME_SURNAME_1 }

Yours Faithfully

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Expert 2



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD "FW_CN_MED_EXP_FW_CN_ME2_CON_title" } { MERGEFIELD
"FW_CN_MED_EXP_FW_CN_ME2_CON_forename" } { MERGEFIELD
"FW_CN_MED_EXP_FW_CN_ME2_CON_surname" }

{IF{ MERGEFIELD FW_CN_MED_EXP_FW_CN_ME2_CON_compname } =" "{
MERGEFIELD FW_CN_MED_EXP_FW_CN_ME2_CON_address }" "{ MERGEFIELD
FW_CN_MED_EXP_FW_CN_ME2_CON_compaddress }" }

Dear { MERGEFIELD FW_CN_MED_EXP_FW_CN_ME2_CON_title } { MERGEFIELD
FW_CN_MED_EXP_FW_CN_ME2_CON_surname }

Re: Our Client:  { MERGEFIELD "LINKNAME_FORENAME_1" } { MERGEFIELD
LINKNAME_SURNAME_1}

Address: { MERGEFIELD CLIENT_HOUSE }, { MERGEFIELD
"CLIENT_POSTAL_TOWN" }, { MERGEFIELD
"CLIENT_POSTCODE" }

Date of Birth: { MERGEFIELD CLI1_ADD_INFO_FW_CLI1_DOB \@"d"\*Ordinal
} { MERGEFIELD CLI1_ADD_INFO_FW_CLI1_DOB \@"MMMM

yyyy"}

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Expert 3



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD "FW_CN_MED_EXP_FW_CN_ME3_CON_title" } { MERGEFIELD
"FW_CN_MED_EXP_FW_CN_ME3_CON_forename" } { MERGEFIELD
"FW_CN_MED_EXP_FW_CN_ME3_CON_surname" }

{IF{ MERGEFIELD FW_CN_MED_EXP_FW_CN_ME3_CON_compname } =" "{
MERGEFIELD FW_CN_MED_EXP_FW_CN_ME3_CON_address }" "{ MERGEFIELD
FW_CN_MED_EXP_FW_CN_ME3_CON_compaddress }" }

Dear { MERGEFIELD FW_CN_MED_EXP_FW_CN_ME3_CON._title } { MERGEFIELD
FW_CN_MED_EXP_FW_CN_ME3_CON_surname }

Re: Our Client:  { MERGEFIELD "LINKNAME_FORENAME_1" } { MERGEFIELD
LINKNAME_SURNAME_1}

Address: { MERGEFIELD CLIENT_HOUSE }, { MERGEFIELD
"CLIENT_POSTAL_TOWN" }, { MERGEFIELD
"CLIENT_POSTCODE" }

Date of Birth: { MERGEFIELD CLI1_ADD_INFO_FW_CLI1_DOB \@"d"\*Ordinal
} { MERGEFIELD CLI1_ADD_INFO_FW_CLI1_DOB \@"MMMM

yyyy"}

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Expert 4



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD "FW_CN_MED_EXP_FW_CN_ME4_CON_title" } { MERGEFIELD
"FW_CN_MED_EXP_FW_CN_ME4_CON_forename"} { MERGEFIELD
"FW_CN_MED_EXP_FW_CN_ME4_CON_surname" }

{ IF { MERGEFIELD FW_CN_MED_EXP_FW_CN_ME4_CON_compname } =" "{
MERGEFIELD FW_CN_MED_EXP_FW_CN_ME4_CON_address }" "{
MERGEFIELD FW_CN_MED_EXP_FW_CN_ME4_CON_compaddress }"}

Dear { MERGEFIELD FW_CN_MED_EXP_FW_CN_ME4_CON_title } {
MERGEFIELD FW_CN_MED_EXP_FW_CN_ME4_CON_surname }

Re: Our Client: { MERGEFIELD "LINKNAME_FORENAME_1" }{
MERGEFIELD LINKNAME_SURNAME_1}

Address: { MERGEFIELD CLIENT_HOUSE }, { MERGEFIELD
"CLIENT_POSTAL_TOWN" }, { MERGEFIELD
"CLIENT_POSTCODE" }

Date of { MERGEFIELD CLI1_ADD_INFO_FW_CLI1_DOB

Birth: \@"d"\*Ordinal } { MERGEFIELD
CLI1_ADD_INFO_FW_CLI1_DOB \@"'MMMM yyyy"}

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Blank Letter to Court



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }
{ MERGEFIELD FW_CN_COURT_FW_CN_COURT _address }

Dear Sirs

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1} v { IF { MERGEFIELD
FW_CN_DEF1 FW_CN_D1 TRUST name} <>"" "{ MERGEFIELD
FW_CN_DEF1 FW_CN_D1 TRUST name }" "{ MERGEFIELD
"FW_CN_DEF1 FW_CN_D1 FNAME" } { MERGEFIELD
"FW_CN_DEF1 FW_CN_D1 SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name}

Claim No: { MERGEFIELD FW_CN_COURT_FW_CN_CT_CL_NO}

Hearing Date: ~ { MERGEFIELD FW_CN_COURT_FW_CN_CT HEAR D}
Hearing Time:  { MERGEFIELD FW_CN_COURT_FW_CN_CT_HEAR T}

Yours Faithfully

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
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Blank Letter to Counsel



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
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Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_COUNSEL_FW_CN_COUN_CON title } { MERGEFIELD
FW_CN_COUNSEL_FW_CN_COUN_CON initials } { MERGEFIELD
FW_CN_COUNSEL_FW_CN_COUN_CON_surname }

{ MERGEFIELD FW_CN_COUNSEL_FW_CN_COUN_ORG_name}

{ MERGEFIELD FW_CN_COUNSEL_FW_CN_COUN_ORG_address }

Dear { IF { MERGEFIELD FW_CN_COUNSEL_FW_CN_COUN_CON_surname } = "™ "Sirs"
"{ MERGEFIELD FW_CN_COUNSEL_FW_CN_COUN_CON._title } { MERGEFIELD
FW_CN_COUNSEL_FW_CN_COUN_CON_surname }"}

Re: { MERGEFIELD LINKNAME_FORENAME._1 } { MERGEFIELD
LINKNAME_SURNAME_1} Vv { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

Claim No:  { MERGEFIELD FW_CN_COURT FW _CN_CT CL_NO}

Yours { IF { MERGEFIELD FW_CN_COUNSEL_FW_CN_COUN_CON_surname } = "™
"Faithfully" "Sincerely" }

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }
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Blank Letter to Defendant 1



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ IF { MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name } =" "{ MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TITLE } { MERGEFIELD FW_CN_DEF1_FW_CN_D1_FNAME
} { MERGEFIELD FW_CN_DEF1_FW_CN_D1_SNAME }

{ MERGEFIELD FW_CN_DEF1_FW_CN_D1_ADD }" "The Chief Executive

{ MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name }

{ MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST address }"}

Dear { IF { MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}="""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TITLE } { MERGEFIELD
FW_CN_DEF1_FW_CN_D1_SNAME }" "Sirs" }

Oour { MERGEFIELD LINKNAME_TITLE_1 } { MERGEFIELD

Client:  LINKNAME_FORENAME_1} { MERGEFIELD
CLI1_ADD_INFO_FW_CLI1_MNAME } { MERGEFIELD
LINKNAME_SURNAME_1}

Address: { MERGEFIELD CALCULATION_ADDRESS }

DOB: { MERGEFIELD CLI1_ADD_INFO_FW_CLI1_DOB}
NHS { MERGEFIELD FW_CN_CLI_INFO_FW_CN_NHS_NUM }
Number:
{ IF { MERGEFIELD FW_CN_DEF1 FW_CN_D1 TRUST name } =" "Yours Sincerely" "

Yours Faithfully"}

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



BMA Law Society Consent Form



BMA/The Law Society consent form

Consent form (Releasing health records under the General Data
Protection Regulation and the Data Protection Act 2018)

Your health records

Your health records typically contain information from almost all consultations and contacts
you have had with health professionals in the practice and information sent to the practice
about you from others, such as hospital letters.

The information they contain usually includes:

— why you saw a health professional;

— details of clinical findings and diagnoses, investigations, tests and scans;

— any options or recommendations for care and treatment the health professional discussed
with you;

— the decisions made about your care and treatment, including evidence that you agreed; and

— details of actions health professionals have taken and the outcomes.

Why your records are needed and what may happen to them

If you are making, or considering making, a legal claim for compensation related to an injury to
your health, your solicitor will likely need to see copies of all your GP records. They will also
need any hospital records made in connection with the incident and others that may be
relevant. This is to enable the solicitor to understand the incident and your injury and give you
legal advice on the merits and value of your claim.

If you decide to go ahead with your claim, your solicitor may advise that it is sensible (or that it

may be necessary) to give copies of your records to:
— the expert whom your solicitor or agent instructs to produce a medical report as evidence for
the case;

— the insurance company for the person or body you are making a claim against;

— the person or the body you are making a claim against and/or their solicitors;

— any insurance company or other organisation paying or providing an indemnity for your legal
costs; and

— any other person (such as a barrister) or body (such as the court) officially involved with the
claim.

Once you start your claim, the court can order you to give copies of your health records to the
solicitor of the person you are making a claim against so he or she can see if any of the
information in your records can be used to defend his or her client. The solicitor of the person
or body you are making the claim against will likely show your records to their client in the
normal course of advising them and may show them to others too (such as a barrister or
medical expert). If the person you are making the claim against does not have a legal
representative the court can order you to give copies to them directly.

You do not have to give permission for your health records to be obtained and disclosed in
your case but if you don't, it is unlikely that your claim will be able to proceed if the medical
records are crucial evidence in your claim. The court may not let you go ahead with your
claim and your solicitor may be unable to continue to represent you.

If there is very sensitive information in the records that is not connected to the claim you
should tell your solicitor. They will then consider whether this information may be relevant and
needs to be disclosed in the case. Your solicitor can advise you on this and if appropriate
may advise you to discuss the matter with your medical practitioner.

Important

By signing this form, you are agreeing to the health professional, hospital and others
named on this form releasing copies of your health records to your solicitor or agent.
During the process your records may be seen by people who are not health professionals,
but they will keep the information confidential.



Part a — your details and those of your health professionals
and your solicitors or agents

Your full name (and any
other names by which
you have been known):

Your address:

Date of birth:

NHS number (if known):

Hospital number
(if known):

Date of incident:

Solicitor’s or agent’s
name and address:

GP’s name and
address (and phone
number if known):

Ambulance Service
used (if any):

Name (and address if
known) of the
hospital(s) you
attended in relation
to this incident:

If you have seen any
other person or
organisation about your
injuries (for example, a
physiotherapist) or
have had any
investigations (for
example, X-rays):

Part b — your declaration and signature
| have read this form and fully understand the contents

To health professionals

| understand that filling in and signing this form gives you permission to give copies of all my
health records including complete GP records, and any hospital records relating to this
incident, to my solicitor or agent whose details are given below.

Please give my solicitor or agent copies of my health records, in line with the Data Protection
Act 2018, within 30 days.

Your signature:
9 Date ‘ ‘




Part c — your solicitor’s or agent’s declaration and signature

Before you ask your client to fill in and sign this form you should ask your client to read the
notes above. You should explain that signing this form will permit release of his or her
complete health records and how the information in them may be used. You should explain
that this form only applies to the release of the medical record to you and that separate
consent will be obtained for any onward disclosures which are required.

If your client is not capable of giving his or her permission in this form, it may be possible
for someone to give consent and sign it on their behalf, for example:

— your client’s litigation friend;

— someone who has enduring/lasting power of attorney to act for your client; or

— your client’s deputy appointed by the Court of Protection.

You must only use health records for specific purposes that your client has agreed to in
advance.

Under the General Data Protection Regulation and Data Protection Act 2018 you have
responsibilities relating to sensitive information. The entire health record should not be revealed
without the client’s permission and you should not keep health records for any longer than is
necessary for agreed-to purposes. You should return copies of health records to the client at
the end of the claim if they want them. If they do not want them, you will be responsible for
confidentially destroying them.

To health professionals
I have told my client the implications of giving me access to his or her health records. |
confirm that | need the full records in this case.

Solicitor’s or agent’s ‘ ‘
signature: Date

Notes for the medical records controller

This form shows your patient’s permission for you to give copies of his or her complete record,
and any hospital and other records relating to this incident, to his or her solicitor or agent.

You must give the solicitor or agent copies of these health records unless any of the
exemptions set out in Schedules 3 and 4 of the Data Protection Act 2018 apply. The main
exemptions are that you must not release information that:

— is likely to cause serious physical or mental harm to the patient or another person; or
— relates to someone who would normally need to give their permission (where that person is
not ahealth professional who has cared for the patient).

Your patient’s permission for you to release information is valid only if that patient understands
the consequences of his or her records being released, and how the information will be used.
The solicitor or agent named on this form must explain these issues to the patient. If you have
any doubt about whether this has happened, you should contact the solicitor or agent, or your
patient.

This form does not contain a comprehensive statement of solicitors’ or health

professionals’ obligations under the relevant data protection legislation. If you are in any
doubt about your legal obligations, seek advice.

The BMA publishes detailed guidance for doctors on giving access to health records. You can
view that guidance by visiting: www.bma.org.uk/ethics.

This form is published by the Law Society and British Medical Association. (3rd edition,
October 2018).

A

y
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Court — File Bundle



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
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Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }
{ MERGEFIELD FW_CN_COURT_FW_CN_COURT _address }

Dear Sirs

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1} v { IF { MERGEFIELD
FW_CN_DEF1 FW_CN_D1 TRUST name} <>"" "{ MERGEFIELD
FW_CN_DEF1 FW_CN_D1 TRUST name }" "{ MERGEFIELD
"FW_CN_DEF1 FW_CN_D1 FNAME" } { MERGEFIELD
"FW_CN_DEF1 FW_CN_D1 SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name}

Claim No: { MERGEFIELD FW_CN_COURT_FW_CN_CT_CL_NO}

Hearing Date: ~ { MERGEFIELD FW_CN_COURT_FW_CN_CT HEAR D}
Hearing Time:  { MERGEFIELD FW_CN_COURT_FW_CN_CT_HEAR T}

Please find attached trial bundle for filing in the above claim.

Yours Faithfully

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
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Withess 6 — enclose Draft



Statement



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
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Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS6_FWWIT6TITLE } { MERGEFIELD
FW_CN_WITNESS6_FWWIT6INTS } { MERGEFIELD
FW_CN_WITNESS6_FWWIT6SURNAME }

{ MERGEFIELD FW_CN_WITNESS6_FWWIT6ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS6_FWWIT6TITLE } { MERGEFIELD
FW_CN_WITNESS6_FWWIT6SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1}Vv { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }"}

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

Please find enclosed a draft copy of your witness statement. | should be grateful if you
would please read through it carefully and if approved, sign and date where indicated.

If, however, you wish to make any amendments to the statement please let me know as
soon as possible so | can discuss these with you.

| look forward to hearing from you.

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Withess 6 — Prepare Withess



Statement



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS6_FWWIT6TITLE } { MERGEFIELD
FW_CN_WITNESS6_FWWIT6INTS } { MERGEFIELD
FW_CN_WITNESS6_FWWIT6SURNAME }

{ MERGEFIELD FW_CN_WITNESS6_FWWIT6ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS6_FWWIT6TITLE } { MERGEFIELD
FW_CN_WITNESS6_FWWIT6SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1}Vv { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

| write further to our previous correspondence.

Thank you for agreeing to give evidence in the claim being brought by { MERGEFIELD
"LINKNAME_FORENAME_1" } { MERGEFIELD "LINKNAME_SURNAME_1" }. | understand
that you are able to give evidence about [DETAILS OF INFORMATION OR EVENTS TO BE
COVERED BY WITNESS STATEMENT].

| thought it would be useful if, at this stage, | set out the steps that will be taken to prepare
your witness statement. | have also included some general advice on how to prepare to give
your evidence and how to deal with cross-examination by the other side's representative.

Your witness statement
Early preparation of your statement will ensure that:

a) Your recollection is set down on paper while matters are as fresh in your mind and
before they are subject to challenge;

b) You have a proper opportunity to think about the matters and/or events you are
dealing with and your evidence is presented in a clear and logical fashion;

¢) You have the chance to thoroughly consider any documents referred to in your
statement;

d) The words used in the statement are your own, you are comfortable with what you
have said, and you are not committed to say anything that you do not really mean;
and

e) We can identify any areas of difficulty or concern at an early stage so that you can be
properly prepared to deal with them at the hearing.

Preparing for the hearing

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Once your statement has been finalised, in preparation for giving evidence at the hearing
you should practise reading your statement slowly out loud a number of times. Doing this
should avoid two situations that commonly make witnesses look foolish and damage their
credibility:

a) A witness who reads out their statement in a faltering fashion suggests that the
words they are reading are unfamiliar. The court may conclude that the words they
are hearing are not their own; or

b) A witness contradicts their statement when they answer a question in cross-
examination.

A witness who remains calm and sticks to their evidence is difficult for even a skilled cross-
examiner to undermine.

Giving evidence at the hearing

When you are called to give evidence, you will be asked to take the oath. This will involve
either swearing on a holy book or, if you are not religious, affirming. Our representative will
then ask you to take the court through your account of what happened. They will ask
guestions as required. These questions will also enable you to get comfortable with the
process of answering questions before the court.

Once our representative has finished asking you questions, the other party's representative
will have the opportunity to cross-examine you. Since this is the part of giving evidence that
most often worries witnesses, | have set out some advice below about how to give evidence
effectively when being cross-examined.

After you have been cross-examined, our representative will be permitted to ask you further
guestions about matters that have come up during your cross-examination.

How to give evidence effectively

This is very simple: do what the oath requires of you. Tell the truth, the whole truth and
nothing but the truth.

Dealing with possibilities

You should only tell the court things you know for a fact. The cross-examiner may ask you to
speculate about whether it is possible that a particular event occurred. Contrary to what is
commonly assumed, you cannot refuse to answer a question merely because it is
hypothetical. The issues commonly dealt with by courts often involve the consideration of
hypothetical matters.

If you are asked whether something was possible, unless you tell the court how likely you
think it was they will be left guessing. Therefore, if you think that there was a slight possibility
of that something happening or having happened, rather than saying that it was possible you
should let the court know how likely it was. For example, you could say that it was possible
but would have been very unlikely.

When you can't remember something

If you have no recollection of something you are asked about, don't be tempted to tell the
court what you assume must have happened as if you know it for a matter of fact. You
should say that you do not recall the particular matter in issue but think it likely that a
particular scenario would have happened and explain why you think that to be the case. Be



honest or the cross-examiner will force you to admit you can't remember and you will look
foolish for not having been honest in the first place.

Being asked for a yes or no answer

The most popular line of attack for a cross-examiner is the closed question. You will become
familiar with the phrase "it's a yes or no answer". You probably won't agree.

The temptation when faced with an unreasonably restrictive question is to not answer it and
instead to answer the question you think you should have been asked. However, this will
make you appear evasive and unhelpful and will not endear you to the court. It is better to
either answer yes or no, but to state that is not a complete answer and there are other things
the court should know in order to be able to understand it. Then, the court will either let you
expand your answer immediately or you will at least have brought your representative's
attention to this issue as being one that you should be taken back to in re-examination.

Answer the question and avoid repetition

You should keep your answers to the questions that you are asked. You can undermine your
credibility and the strength of your evidence if you take each question as an opportunity to
repeat the same thing.

Dealing with the cross-examiner

Do not be tempted to argue with the cross-examiner. You will come across as being
deliberately difficult and evasive, which courts hate. It is far better to stay calm and focus on

dealing with the questions put to you.

If there are any matters of particular concern to you about either the evidence you are to give
or that may be put to you in cross-examination you should let me know now.

So that we can start on the preparation of your statement | would be grateful if you
could contact me to arrange a mutually convenient time for us to discuss.

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }



Withess 6 — Letter of Approach



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS6_FWWIT6TITLE } { MERGEFIELD
FW_CN_WITNESS6_FWWIT6INTS } { MERGEFIELD
FW_CN_WITNESS6_FWWIT6SURNAME }

{ MERGEFIELD FW_CN_WITNESS6_FWWIT6ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS6_FWWIT6TITLE } { MERGEFIELD
FW_CN_WITNESS6_FWWIT6SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1} v { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST_name} <>"""{ MERGEFIELD
FW_CN_DEF1 _FW_CN_D1 TRUST_ name }" "{ MERGEFIELD
"FW_CN_DEF1_FW_CN_D1 FNAME" } { MERGEFIELD
"FW_CN_DEF1_FW_CN_D1 _SNAME" }"}

Date of Alleged { MERGEFIELD FW_CN_DEF1_FW_CN_D1 NEG_DT

Negligence: \@"d"\*Ordinal} { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 NEG_DT\@"MMMM yyyy"}

We act on behalf of { MERGEFIELD "LINKNAME_FORENAME_1" } { MERGEFIELD
"LINKNAME_SURNAME_1" }. We understand that you may be able to provide valuable
information to the Court regarding a case of alleged negligence which took place on {
MERGEFIELD FW_CN_DEF1 FW_CN_D1 NEG_DT \@"d"\*Ordinal} { MERGEFIELD
FW_CN_DEF1 FW_CN_D1 NEG_ DT \@"MMMM vyyyy"}. If you are willing to provide
information which may be helpful to the case, it may be necessary for a witness statement to
be taken and, further, for you to appear in Court to give evidence.

Please can you telephone the above number to discuss the matter generally and make an
appointment if necessary. If you do have to attend Court, it is possible to claim reasonable
travel expenses and loss of earnings from the Court, but you should note that they may only
pay a proportion of such costs.

If you are willing to be a witness in the case, please return the slip below in the stamped
addressed envelope provided.

Yours sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
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{ MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1} v { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Date of Alleged  , \;eRGEFIELD FW_CN_DEF1_FW _CN_D1_NEG_DT}

Negligence:

I, { MERGEFIELD "FW_CN_WITNESS6_FWWIT6FORENAME" } { MERGEFIELD

"FW_CN_WITNESS6 FWWIT6SURNAME" }, confirm that | am willing to be a witness in this
case.



Withess statement Pre-Action Disc



Witness statement of { MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION } of {
MERGEFIELD PRACTICEINFO_PRACTICE_NAME }

Filed on behalf of the Applicant/Intended Claimant
Number of witness statement: 1
Date: [insert date]
Claim No. { MERGEFIELD FW_CN_COURT_FW_CN_CT_CL_NO }.
THE COUNTY COURT AT { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name \* UPPER}
BETWEEN:

{ MERGEFIELD LINKNAME_TITLE_1 } { MERGEFIELD LINKNAME_FORENAME_1 } {
MERGEFIELD LINKNAME_SURNAME_1}
Applicant/Intended Claimant
and
{ IF{ MERGEFIELD FW_CN_DEF1_FW_CN_D1 _TRUST name } ="""{ MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TITLE } { MERGEFIELD FW_CN_DEF1_FW_CN_D1_FNAME }{

MERGEFIELD FW_CN_DEF1_FW_CN_D1_SNAME }""{ MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST name }"}

Respondent/Intended Defendant

WITNESS STATEMENT OF
{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION \* UPPER}

ON BEHALF OF THE APPLICANT / INTENDED CLAIMANT

I, { MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION \* UPPER} of { MERGEFIELD
PRACTICEINFO_HOUSE \* UPPER} { MERGEFIELD "PRACTICEINFO_AREA" \* UPPER} {
MERGEFIELD "PRACTICEINFO_POSTAL_TOWN" \* UPPER} { MERGEFIELD
"PRACTICEINFO_COUNTY" \* UPPER} { MERGEFIELD "PRACTICEINFO_POSTCODE" \*\UPPER}
WILL SAY as follows:

Statement of Truth

| believe that the facts stated in this witness statement are true. | understand that proceedings for
contempt of court may be brought against anyone who makes, or causes to be made, a false statement
in a document verified by a statement of truth without an honest belief in its truth.



Claim No. { MERGEFIELD
FW_CN_COURT_FW_CN_CT_CL_NO}.

THE COUNTY COURT AT { MERGEFIELD
FW_CN_COURT_FW_CN_COURT_name \*
UPPER}

BETWEEN:

{ MERGEFIELD LINKNAME_TITLE_1 }{
MERGEFIELD LINKNAME_FORENAME_1 } {
MERGEFIELD LINKNAME_SURNAME_1 }

Applicant / Intended Claimant
and

{ IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 _TRUST name}=""
"{ MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TITLE }{
MERGEFIELD
FW_CN_DEF1_FW_CN_D1_FNAME }{
MERGEFIELD
FW_CN_DEF1_FW_CN_D1_SNAME }"*{
MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST name}"}

Respondent / Intended Defendant

WITNESS STATEMENT OF

{ MERGEFIELD
CALCULATION_FEE_EARNER_DESCRI
PTION \* UPPER}

ON BEHALF OF THE
APPLICANT / INTENDED
CLAIMANT

{ MERGEFIELD
PRACTICEINFO_PRACTICE_NAME }

{ MERGEFIELD PRACTICEINFO_HOUSE }

{ MERGEFIELD "PRACTICEINFO_AREA" }

{ MERGEFIELD
"PRACTICEINFO_POSTAL_TOWN" }

{ MERGEFIELD "PRACTICEINFO_COUNTY" }

{ MERGEFIELD "PRACTICEINFO_POSTCODE" }



{ MERGEFIELD MATTER_FEE_EARNER_ID }{
MERGEFIELD client_no }\{ MERGEFIELD
matter_no }



Withess 4 — Prepare Withess



Statement



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS4_FWWIT4TITLE } { MERGEFIELD
FW_CN_WITNESS4_FWWIT4INTS } { MERGEFIELD
FW_CN_WITNESS4_FWWIT4SURNAME }

{ MERGEFIELD FW_CN_WITNESS4_FWWIT4ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS4_FWWIT4TITLE } { MERGEFIELD
FW_CN_WITNESS4_FWWIT4SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1}Vv { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

| write further to our previous correspondence.

Thank you for agreeing to give evidence in the claim being brought by { MERGEFIELD
"LINKNAME_FORENAME_1" } { MERGEFIELD "LINKNAME_SURNAME_1" }. | understand
that you are able to give evidence about [DETAILS OF INFORMATION OR EVENTS TO BE
COVERED BY WITNESS STATEMENT].

| thought it would be useful if, at this stage, | set out the steps that will be taken to prepare
your witness statement. | have also included some general advice on how to prepare to give
your evidence and how to deal with cross-examination by the other side's representative.

Your witness statement
Early preparation of your statement will ensure that:

a) Your recollection is set down on paper while matters are as fresh in your mind and
before they are subject to challenge;

b) You have a proper opportunity to think about the matters and/or events you are
dealing with and your evidence is presented in a clear and logical fashion;

¢) You have the chance to thoroughly consider any documents referred to in your
statement;

d) The words used in the statement are your own, you are comfortable with what you
have said, and you are not committed to say anything that you do not really mean;
and

e) We can identify any areas of difficulty or concern at an early stage so that you can be
properly prepared to deal with them at the hearing.

Preparing for the hearing

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



Once your statement has been finalised, in preparation for giving evidence at the hearing
you should practise reading your statement slowly out loud a number of times. Doing this
should avoid two situations that commonly make witnesses look foolish and damage their
credibility:

a) A witness who reads out their statement in a faltering fashion suggests that the
words they are reading are unfamiliar. The court may conclude that the words they
are hearing are not their own; or

b) A witness contradicts their statement when they answer a question in cross-
examination.

A witness who remains calm and sticks to their evidence is difficult for even a skilled cross-
examiner to undermine.

Giving evidence at the hearing

When you are called to give evidence, you will be asked to take the oath. This will involve
either swearing on a holy book or, if you are not religious, affirming. Our representative will
then ask you to take the court through your account of what happened. They will ask
guestions as required. These questions will also enable you to get comfortable with the
process of answering questions before the court.

Once our representative has finished asking you questions, the other party's representative
will have the opportunity to cross-examine you. Since this is the part of giving evidence that
most often worries witnesses, | have set out some advice below about how to give evidence
effectively when being cross-examined.

After you have been cross-examined, our representative will be permitted to ask you further
guestions about matters that have come up during your cross-examination.

How to give evidence effectively

This is very simple: do what the oath requires of you. Tell the truth, the whole truth and
nothing but the truth.

Dealing with possibilities

You should only tell the court things you know for a fact. The cross-examiner may ask you to
speculate about whether it is possible that a particular event occurred. Contrary to what is
commonly assumed, you cannot refuse to answer a question merely because it is
hypothetical. The issues commonly dealt with by courts often involve the consideration of
hypothetical matters.

If you are asked whether something was possible, unless you tell the court how likely you
think it was they will be left guessing. Therefore, if you think that there was a slight possibility
of that something happening or having happened, rather than saying that it was possible you
should let the court know how likely it was. For example, you could say that it was possible
but would have been very unlikely.

When you can't remember something

If you have no recollection of something you are asked about, don't be tempted to tell the
court what you assume must have happened as if you know it for a matter of fact. You
should say that you do not recall the particular matter in issue but think it likely that a
particular scenario would have happened and explain why you think that to be the case. Be



honest or the cross-examiner will force you to admit you can't remember and you will look
foolish for not having been honest in the first place.

Being asked for a yes or no answer

The most popular line of attack for a cross-examiner is the closed question. You will become
familiar with the phrase "it's a yes or no answer". You probably won't agree.

The temptation when faced with an unreasonably restrictive question is to not answer it and
instead to answer the question you think you should have been asked. However, this will
make you appear evasive and unhelpful and will not endear you to the court. It is better to
either answer yes or no, but to state that is not a complete answer and there are other things
the court should know in order to be able to understand it. Then, the court will either let you
expand your answer immediately or you will at least have brought your representative's
attention to this issue as being one that you should be taken back to in re-examination.

Answer the question and avoid repetition

You should keep your answers to the questions that you are asked. You can undermine your
credibility and the strength of your evidence if you take each question as an opportunity to
repeat the same thing.

Dealing with the cross-examiner

Do not be tempted to argue with the cross-examiner. You will come across as being
deliberately difficult and evasive, which courts hate. It is far better to stay calm and focus on

dealing with the questions put to you.

If there are any matters of particular concern to you about either the evidence you are to give
or that may be put to you in cross-examination you should let me know now.

So that we can start on the preparation of your statement | would be grateful if you
could contact me to arrange a mutually convenient time for us to discuss.

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }



Withess 5 — enclose Draft



Statement



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS5_FWWIT5TITLE } { MERGEFIELD
FW_CN_WITNESS5_FWWIT5INTS } { MERGEFIELD
FW_CN_WITNESS5_FWWIT5SURNAME }

{ MERGEFIELD FW_CN_WITNESS5_FWWIT5ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS5_FWWIT5TITLE } { MERGEFIELD
FW_CN_WITNESS5 FWWIT5SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1}Vv { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

Please find enclosed a draft copy of your witness statement. | should be grateful if you
would please read through it carefully and if approved, sign and date where indicated.

If, however, you wish to make any amendments to the statement please let me know as
soon as possible so | can discuss these with you.

| look forward to hearing from you.

Yours Sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
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Witnhess 4 — Letter of Approach



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS4_FWWIT4TITLE } { MERGEFIELD
FW_CN_WITNESS4_FWWIT4INTS } { MERGEFIELD
FW_CN_WITNESS4_FWWIT4SURNAME }

{ MERGEFIELD FW_CN_WITNESS4_FWWIT4ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS4_FWWIT4TITLE } { MERGEFIELD
FW_CN_WITNESS4_FWWIT4SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1} v { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST_name} <>"""{ MERGEFIELD
FW_CN_DEF1 _FW_CN_D1 TRUST_ name }" "{ MERGEFIELD
"FW_CN_DEF1_FW_CN_D1 FNAME" } { MERGEFIELD
"FW_CN_DEF1_FW_CN_D1 _SNAME" }"}

Date of Alleged { MERGEFIELD FW_CN_DEF1_FW_CN_D1 NEG_DT

Negligence: \@"d"\*Ordinal} { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 NEG_DT\@"MMMM yyyy"}

We act on behalf of { MERGEFIELD "LINKNAME_FORENAME_1" } { MERGEFIELD
"LINKNAME_SURNAME_1" }. We understand that you may be able to provide valuable
information to the Court regarding a case of alleged negligence which took place on {
MERGEFIELD FW_CN_DEF1 FW_CN_D1 NEG_DT \@"d"\*Ordinal} { MERGEFIELD
FW_CN_DEF1 FW_CN_D1 NEG_ DT \@"MMMM vyyyy"}. If you are willing to provide
information which may be helpful to the case, it may be necessary for a witness statement to
be taken and, further, for you to appear in Court to give evidence.

Please can you telephone the above number to discuss the matter generally and make an
appointment if necessary. If you do have to attend Court, it is possible to claim reasonable
travel expenses and loss of earnings from the Court, but you should note that they may only
pay a proportion of such costs.

If you are willing to be a witness in the case, please return the slip below in the stamped
addressed envelope provided.

Yours sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



{ MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1} v { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Date of Alleged  , \;eRGEFIELD FW_CN_DEF1_FW _CN_D1_NEG_DT}

Negligence:

I, { MERGEFIELD FW_CN_WITNESS4_FWWIT4FORENAME } { MERGEFIELD

FW_CN_WITNESS4 FWWIT4SURNAME }, confirm that | am willing to be a witness in this
case.



Withess 5 — Letter of Approach



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS5_FWWIT5TITLE } { MERGEFIELD
FW_CN_WITNESS5_FWWIT5INTS } { MERGEFIELD
FW_CN_WITNESS5_FWWIT5SURNAME }

{ MERGEFIELD FW_CN_WITNESS5_FWWIT5ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS5_FWWIT5TITLE } { MERGEFIELD
FW_CN_WITNESS5 FWWIT5SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1} v { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST_name} <>"""{ MERGEFIELD
FW_CN_DEF1 _FW_CN_D1 TRUST_ name }" "{ MERGEFIELD
"FW_CN_DEF1_FW_CN_D1 FNAME" } { MERGEFIELD
"FW_CN_DEF1_FW_CN_D1 _SNAME" }"}

Date of Alleged { MERGEFIELD FW_CN_DEF1_FW_CN_D1 NEG_DT

Negligence: \@"d"\*Ordinal} { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 NEG_DT\@"MMMM yyyy"}

We act on behalf of { MERGEFIELD "LINKNAME_FORENAME_1" } { MERGEFIELD
"LINKNAME_SURNAME_1" }. We understand that you may be able to provide valuable
information to the Court regarding a case of alleged negligence which took place on {
MERGEFIELD FW_CN_DEF1 FW_CN_D1 NEG_DT \@"d"\*Ordinal} { MERGEFIELD
FW_CN_DEF1 FW_CN_D1 NEG_ DT \@"MMMM vyyyy"}. If you are willing to provide
information which may be helpful to the case, it may be necessary for a witness statement to
be taken and, further, for you to appear in Court to give evidence.

Please can you telephone the above number to discuss the matter generally and make an
appointment if necessary. If you do have to attend Court, it is possible to claim reasonable
travel expenses and loss of earnings from the Court, but you should note that they may only
pay a proportion of such costs.

If you are willing to be a witness in the case, please return the slip below in the stamped
addressed envelope provided.

Yours sincerely

{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION }
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER }

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\Documents\\OspreyOfficeGateway\\footer.doc"}



{ MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1} v { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1_TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Date of Alleged  , \;eRGEFIELD FW_CN_DEF1_FW _CN_D1_NEG_DT}

Negligence:

I, { MERGEFIELD "FW_CN_WITNESS5_FWWITS5FORENAME" } { MERGEFIELD

"FW_CN_WITNESS5 FWWIT5SURNAME" }, confirm that | am willing to be a witness in this
case.



Withess 3 — Prepare Withess



Statement



{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
LTD\\Documents\\OspreyOfficeGateway\\header.doc"}

Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{
MERGEFIELD matter_no }

{ QUOTE { DATE \@ "d MMMM yyyy"} }

{ MERGEFIELD FW_CN_WITNESS3_FWWIT3TITLE } { MERGEFIELD
FW_CN_WITNESS3_FWWIT3INTS } { MERGEFIELD
FW_CN_WITNESS3_FWWIT3SURNAME }

{ MERGEFIELD FW_CN_WITNESS3_FWWIT3ADDRESS }

Dear { MERGEFIELD FW_CN_WITNESS3_FWWIT3TITLE } { MERGEFIELD
FW_CN_WITNESS3_FWWIT3SURNAME }

Re: { MERGEFIELD LINKNAME_FORENAME_1 } { MERGEFIELD
LINKNAME_SURNAME_1}Vv { IF { MERGEFIELD
FW_CN_DEF1_FW_CN_D1 TRUST name}<>"""{
MERGEFIELD FW_CN_DEF1_FW_CN_D1_TRUST name}" "{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_FNAME" }{
MERGEFIELD "FW_CN_DEF1_FW_CN_D1_SNAME" }" }

Court: { MERGEFIELD FW_CN_COURT_FW_CN_COURT_name }

| write further to our previous correspondence.

Thank you for agreeing to give evidence in the claim being brought by { MERGEFIELD
"LINKNAME_FORENAME_1" } { MERGEFIELD "LINKNAME_SURNAME_1" }. | understand
that you are able to give evidence about [DETAILS OF INFORMATION OR EVENTS TO BE
COVERED BY WITNESS STATEMENT].

| thought it would be useful if, at this stage, | set out the steps that will be taken to prepare
your witness statement. | have also included some general advice on how to prepare to give
your evidence and how to deal with cross-examination by the other side's representative.

Your witness statement
Early preparation of your statement will ensure that:

a) Your recollection is set down on paper while matters are as fresh in your mind and
before they are subject to challenge;

b) You have a proper opportunity to think about the matters and/or events you are
dealing with and your evidence is presented in a clear and logical fashion;

¢) You have the chance to thoroughly consider any documents referred to in your
statement;

d) The words used in the statement are your own, you are comfortable with what you
have said, and you are not committed to say anything that you do not really mean;
and

e) We can identify any areas of difficulty or concern at an early stage so that you can be
properly prepared to deal with them at the hearing.

Preparing for the hearing

{INCLUDETEXT "C:\\Users\\NeilB\\OneDrive - PRACCTICE
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Once your statement has been finalised, in preparation for giving evidence at the hearing
you should practise reading your statement slowly out loud a number of times. Doing this
should avoid two situations that commonly make witnesses look foolish and damage their
credibility:

a) A witness who reads out their statement in a faltering fashion suggests that the
words they are reading are unfamiliar. The court may conclude that the words they
are hearing are not their own; or

b) A witness contradicts their statement when they answer a question in cross-
examination.

A witness who remains calm and sticks to their evidence is difficult for even a skilled cross-
examiner to undermine.

Giving evidence at the hearing

When you are called to give evidence, you will be asked to take the oath. This will involve
either swearing on a holy book or, if you are not religious, affirming. Our representative will
then ask you to take the court through your account of what happened. They will ask
guestions as required. These questions will also enable you to get comfortable with the
process of answering questions before the court.

Once our representative has finished asking you questions, the other party's representative
will have the opportunity to cross-examine you. Since this is the part of giving evidence that
most often worries witnesses, | have set out some advice below about how to give evidence
effectively when being cross-examined.

After you have been cross-examined, our representative will be permitted to ask you further
guestions about matters that have come up during your cross-examination.

How to give evidence effectively

This is very simple: do what the oath requires of you. Tell the truth, the whole truth and
nothing but the truth.

Dealing with possibilities

You should only tell the court things you know for a fact. The cross-examiner may ask you to
speculate about whether it is possible that a particular event occurred. Contrary to what is
commonly assumed, you cannot refuse to answer a question merely because it is
hypothetical. The issues commonly dealt with by courts often involve the consideration of
hypothetical matters.

If you are asked whether something was possible, unless you tell the court how likely you
think it was they will be left guessing. Therefore, if you think that there was a slight possibility
of that something happening or having happened, rather than saying that it was possible you
should let the court know how likely it was. For example, you could say that it was possible
but would have been very unlikely.

When you can't remember something

If you have no recollection of something you are asked about, don't be tempted to tell the
court what you assume must have happened as if you know it for a matter of fact. You
should say that you do not recall the particular matter in issue but think it likely that a
particular scenario would have happened and explain why you think that to be the case. Be



honest or the cross-examiner will force you to admit you can't remember and you will look
foolish for not having been honest in the first place.

Being asked for a yes or no answer

The most popular line of attack for a cross-examiner is the closed question. You will become
familiar with the phrase "it's a yes or no answer". You probably won't agree.

The temptation when faced with an unreasonably restrictive question is to not answer it and
instead to answer the question you think you should have been asked. However, this will
make you appear evasive and unhelpful and will not endear you to the court. It is better to
either answer yes or no, but to state that is not a complete answer and there are other things
the court should know in order to be able to understand it. Then, the court will either let you
expand your answer immediately or you will at least have brought your representative's
attention to this issue as being one that you should be taken back to in re-examination.

Answer the question and avoid repetition

You should keep your answers to the questi