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	You must be able to: 

	1. Understand the administration of legal files.

	1.1 Explain the administrative requirements of the different legal areas being administered.
	
	
	

	1.2 Explain the scope and limits of their own responsibilities and authority.
	
	
	

	1.3 Explain the requirements of the duty of confidentiality.
	
	
	

	1.4 Explain the use of specialist software for processing legal cases.
	
	
	

	1.5 Explain the potential consequences of inadequate or inaccurate record keeping.
	
	
	

	1.6 Describe the organisational and regulatory purpose and nature of different legal checks and searches.
	
	
	

	1.7 Explain the organisational and regulatory purpose of a client care letter.
	
	
	

	1.8 Explain how records of time spent on work are used.
	
	
	

	2. Be able to maintain a legal file.

	2.1 Confirm that information on file is complete, accurate and valid.
	
	
	

	2.2 Process money received from clients in accordance with organisational and regulatory requirements.
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	2.3 Keep fee-earners informed of actions taken, progress, developments and problems.
	
	
	

	2.4 Take action to ensure that files are correctly labelled and dated including summaries of their contents.
	
	
	

	2.5 Generate correspondence that conforms to the requirements of house style.
	
	
	

	2.6 Record all time spent, costs and disbursements accurately.
	
	
	

	2.7 Generate accurate bills that conform to organisational and regulatory requirements.
	
	
	

	2.8 Adhere to organisational policies and procedures, and legal and ethical requirements when maintaining a legal file.
	
	
	

	3. Be able to close and archive a legal file.

	3.1 Address any outstanding issues for a legal file.
	
	
	

	3.2 Prepare accurate final bills in accordance with organisational and regulatory requirements.
	
	
	

	3.3 Take action to ensure that closed files contain all the necessary documentation.
	
	
	

	3.4 Confirm whether any documents need to be added to the firm’s precedent, knowledge or data bank.
	
	
	

	3.5 Close files in accordance with organisational standards and procedures when the account shows a nil balance.
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	3.6 Archive files in accordance with organisational and regulatory requirements.
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I confirm that the learner has met the requirements for all assessment criteria demonstrating knowledge and skills for this unit. 








Assessor name:








Signature:								Date:











