Conveyancing Client Interview Assessment – open and close
You do not have to open and close your interview in the following way. However, you are welcome to do so.
Open
Good morning/ afternoon [name of client].  Please have a seat…..
Thank you for seeing me today and for ensuring that we had all  of your id documents in advance. 
The purpose of today’s meeting is for us to talk through your purchase of and I understand that you do have some specific questions for me with regard to that.  
But before we get to that, I just wanted to make sure you were clear on who is going to be dealing with your matter so that you know who to contact.  I can see you have had our client care letter with all of that information around our fees and making clear that I will be doing most of the work on your matter but I will be supervised by [               ].
I will be taking notes of our meeting as we go if that’s ok.
I understand that one of the matters you wanted some help with was………

Close
Do you have any other questions today?
Hopefully I have been able to help you with everything you wanted to find out today but if anything else occurs to you then please drop me an email and I will get back to you as soon as I can.
Thank you for your time today 
