
Call from client to 
arrange meeting to 

make a will

Was the call from 
the client?

Was the call from a 
representative of 

the client?

See PSL Practice Notes 
Elderly Client/ Who is 

the client
Yes

Are they 
authorised? Eg a 

deputy

Decline to make an 
appointment

Consider contacting 
the person direct

Make an 
appointment

No

Yes

Discuss with client whether 
meeting should be at home 

or in the office

Can the will be dealt with 
on the telephone by an 

automated system?

Consider using the 
RWW or ADW

See video for 
tips on use

Yes

Send a will 
questionnaire to the 

client for 
completion

No

Consider using EF&P Vol 
42(1) Part 5 [3501] 

questionnaire

Consider sending terms of 
business at this stage

Meet with the client 
to take instructions

Consider using EF&P Vol 
42(1) Part 5 [3501] 

questionnaire

Consider issues of capacity 
and undue influence if they 

appear relevant

See PSL Practice Note The 
law of wills/ The will/ 

Testamentary capacity

Can the RWW or 
AWD be used?

See PSL Practice Note/ 
Contentious probate/ 

Validity of wills/ Undue 
influence

Expand on the 
questionnaire 

where required

Are there any specific 
issues that should be 
considered in greater 

depth? Eg tax, guardians, 
executors?

See PSL Practice Note Will 
drafting/ Specific will 

considerations

Consider intro to 
Accountant/ FA

Consider intro to Family 
dept. if post or pre nups 

required

See PSL Practice Note 
Will drafting/ Other 

considerations

See PSL topic Elderly client 
for info where client is 

elderly
See PSL Practice Note The 
law of wills/ Will contents

Discuss with the 
client any required 

supplemental 
documents such as 

LPAs and 
declaration of trusts

See PSL Practice Note 
Mental health/ Lasting 

powers

Use LPA Smartform or 
EF&P Vol 31(2) Part 2

Send terms of 
business if not 
already sent

Open file. Complete 
ML

Draft will
Use RWW or AWD. 

Incorporate clauses from LL 
where necessary

See video for 
tips on use

Draft LPA if not 
done

Draft any other 
required docs

Refer to PSL topics 
Will drafting and 
The law of wills

If elderly, refer to 
PSL topic Elderly 

client

Send draft will to 
client with letter of 

explanation

Include any 
additional docs

Redraft will if client 
requires alterations 
and send to client

Make any 
alterations required

Engross will

Arrange signings or 
supply full details of 

procedure

See PSL Practice Note 
The law of wills/ 

Formalities

Check will for errors 
and that it is signed 

correctly

Make copy to store 
or send to client

Send final account

Store original Close file

See Law Society 
Practice Note File 

Retention

No

Yes

Yes

No
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