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Task 1 - Clients are a top priority for lawyers, in order to acquire a client and maintain them, lawyers must abide by certain principals and follow certain codes that provide care to the client and ensures they are receiving the best possible counsel properly and adequately. For example, before meeting with a potential new client you must obtain certain information which you can request to be obtained by your secretary. The client care letter is to assist your client and your business by making it easy to understand how the right information can help your business, it reduces risk of complaints, help retain clients, giving the best service and how to best protect your clients legal position (SRA, 2019) To make certain that a lawyer is achieving this they must go over a check-list provided by the SRA that simplifies what the Client care letter must include and deduce in its information. These include : Checking whether it is explained in “plain English”, structuring the information based on what is most important and relevant first, explaining what your “client needs to do” and explaining “when things are going to happen” plus explaining “what is going to happen”, letting them know how much they will be spending in fees, amongst other things which would make it easier for your client to feel like they matter and you will be doing your job to the best of your ability and to the highest standards (SRA, 2019) 
The client must also feel safe with you as their legal representative; therefore, you must include that you will be keeping all their information confidential should they hire you as their attorney. Clearly state that paragraph 6.3 of the SRA code prohibits you from discussing a current or former client’s information unless it is required by law or certain circumstances and explain what those circumstances may be (SRA, 2019)
Due diligence is a key part of your role, by simple definition, it is steps you must follow in order to avoid offences or committing any form of tort. These steps are in place in order for you to gather all the information you need sufficiently. If the client is not informed of all the things they must know and the solicitor does not have all the relevant material in order to know if they can represent their client or not, they risk the client claiming to be mis-informed or the solicitor may realise later that they have a form of conflict. For example, a potential conflict for the solicitor could be that they cannot act in the best interest of their potential new client because the interest of an already existing client clashes with Mrs. Greens interests. Having two separate duties to two clients is a risk. (SRA, 2019) SRA code paragraph 6.2 of the codes states “You should not act in a matter where you have a conflict of interest or a significant risk of one” (SRA, 2019)  Regulations and legislations are ever-changing which is why keeping up with them and keeping up to date with them is a necessity to ensure a lawyer is in fact able to provide a service to a client and abide by those rules when doing so (Fox, 2021)
“Some businesses and individuals in the UK must register with a supervisory authority to follow anti-money laundering regulations” which follows an anti-money laundering scheme (Gov.uk, 2013)  This ties in with risk and due diligence where it is more complex than initially to assess money laundering risks. You must “know exactly who your client is and where their money is coming from to avoid inadvertently facilitating money laundering and supporting organised crime.” Which is simpler if you are representing an individual client, whereas representing a company or business has more complexity due to the fact that “You must undertake in-depth research and analysis of the corporate and financial structure of your client’s business, and all beneficiaries of that business” (Fox, 2021) 
The secretary would be instructed to make a few more enquiries of the arising potential client, asking them for what purpose they need legal assistance, whether it is for their business or a personal matter, what their expectations are of the new lawyer. Plus, a time and place to meet. 

Task 2 - The meeting with a client is confirmed once you check that there are no legal nor professional reasons preventing you from meeting with them for a consultation. 
Preparing for a meeting concerning a Contested wills and estate matter will require research and deciding which way to conduct the meeting. Laying the groundwork for your client is important so they are aware of whether they can legally contest a will regarding estate matters at all. They must have legal grounds to contest a will and might need evidence depending on the grounds they are contesting the will on. Mrs. Green needs to know her options. The client could perhaps question the testator’s mental capacity at the time the will was made and be made aware how that claim is treated will be based on when the will was made, Wills made before April 1, 2009, and wills made after April 1, 2009, are assessed differently. (Sutcliffe, 2007) According to section 9 of the Wills Act 1837 a will requires at least two witnesses present for the time of the testators signing of the will in order to be deemed valid. There are other grounds to contest a will for example if the client believes the testator did not fully comprehend or approve the contents of the will, if the client believes there is an error, or they believe there is fraud and forgery involved. (Sutcliffe, 2007) After discovering what your client intends and what grounds they are contesting the will on you must find out critical information that will help in deciding the best course of action. The information is required to better grasp the situation and approach it from a legal perspective whilst also following codes and ethics. The lawyer is required to find out when they testator has passed away, the character of the deceased and their family situation and other information to better understand the case due to the fact that each case is unique and different. Depending on the clients claims you can determine if you can move forward with the case or not. For example, most claims can be brought up 12 years from the death date, but this is not always the case and there are exceptions depending on the claim. (Sutcliffe, 2007) After planning on what to discuss you must then select the appropriate way to conduct the meeting. A phone interview whilst quick and efficient does not let you get a sense of your client, and since they are a new client, it would be appropriate to meet face to face. The meeting could be set at their office or the lawyers office which will give a sense of professionalism the only disadvantage here is that it is not a more relaxed setting. Proposing a “coffee” meeting will be efficient by telling the client what needs to be discussed beforehand and preparing for any questions they may ask plus this is a consultation since lawyer has not taken the case onboard yet, therefore it gives both parties a chance to have a normal chat and discuss business.
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