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5. SERVICES THAT PARALEGALS 
PERFORM

3DUDOHJDOV�SURYLGH�PDQ\�VHUYLFHV�WR�WKH�FRPPX�
QLW\��LQFOXGLQJ�WKH�IROORZLQJ�

�� *LYLQJ�OHJDO�DQG�RWKHU�JHQHUDO�JXLGDQFH�

�� *XLGLQJ�WKRVH�ZLWK�OHJDO�QHHGV�WR�WKH�ULJKW�
UHVRXUFHV�

�� ,QYHVWLJDWLQJ�FDVHV�WKDW�ZLOO�ODWHU�EH�UHIHUUHG��
WR�ODZ\HUV�RU�WR�RWKHU�VHUYLFH�SURYLGHUV�

�� :RUNLQJ�DV�D�OLQN�EHWZHHQ�ODZ\HUV�DQG�WKH�
FRPPXQLW\�

�� +HOSLQJ�FRPPXQLWLHV�JDLQ�DFFHVV�WR�SXEOLF�
VHUYLFHV�DQG�RWKHU�SXEOLF�UHVRXUFHV�

�� 0HGLDWLQJ�EHWZHHQ�FRPPXQLWLHV�DQG�DXWKRULWLHV�

�� )DFLOLWDWLQJ�FRPPXQLW\�ZRUNVKRSV�

�� $VVLVWLQJ�LQ�WKH�UHVROXWLRQ�RI�FRPPXQLW\�DQG�
IDPLO\�GLVSXWHV�

�� +HOSLQJ�FRPPXQLWLHV�LGHQWLI\�DQG�LPSOHPHQW�
GHYHORSPHQWDO�DQG�LQFRPH�JHQHUDWLQJ�DFWLYLWLHV��
DQG

�� 6LPSOLI\LQJ�ODZV�DQG�OHJLVODWLRQ�VR�WKDW�FRPPX�
QLW\�PHPEHUV�XQGHUVWDQG�WKHP�

3DUDOHJDOV�DOVR�QHHG�WR�NQRZ�KRZ�WR�FROODERUDWH�
DQG�FRRSHUDWH�ZLWK�RWKHU�RUJDQLVDWLRQV��JRYHUQ�
PHQW�GHSDUWPHQWV��DQG�ORFDO�DQG�WUDGLWLRQDO�
DXWKRULWLHV��)RU�H[DPSOH��SDUDOHJDOV�RIWHQ�QHHG��
WR�UHIHU�FOLHQWV�WR�UHOHYDQW�JRYHUQPHQW�DJHQFLHV���
VXFK�DV�WKH�'HSDUWPHQW�RI�6RFLDO�:HOIDUH��7KH�
:RPHQ�DQG�&KLOG�3URWHFWLRQ�8QLW�RI�WKH�1DPLELDQ�
3ROLFH��RU�WKH�/HJDO�$LG�'LUHFWRUDWH�LQ�WKH�0LQLVWU\�
RI�-XVWLFH�

6. ETHICS OF PARALEGALS

(WKLFV�UHIHUV�WR�WKRVH�UXOHV�DQG�PRUDO�FRQGXFW�WR�
ZKLFK�HYHU\�PHPEHU�RI�D�JURXS�RU�FHUWDLQ�SURIHV�
VLRQ�VKRXOG�DGKHUH��/DZ\HUV��GRFWRUV��VRFLDO�
ZRUNHUV��DQG�RWKHU�SURIHVVLRQDOV�KDYH�WKHLU�RZQ�
XQLTXH�HWKLFV�DV�ZHOO��3DUDOHJDOV�KDYH�WKHLU�HWKLFV�
WRR��7KHVH�HWKLFV�DUH�LPSRUWDQW�EHFDXVH�WKH�JHQHUDO�
SXEOLF�VKRXOG�NQRZ�WKDW�D�SDUDOHJDO�LV�VRPHRQH�
ZKR�FDQ�EH�WUXVWHG�EHFDXVH�KH�VKH�GRHV�WKHLU�MRE�
DFFRUGLQJ�WR�SUHVFULEHG�HWKLFV��7KH�IROORZLQJ�DUH�
WKH�HWKLFV�RI�SDUDOHJDOV�

3URPSW�6HUYLFH��$�SDUDOHJDO�PXVW�SURYLGH�SURPSW�
DQG�HI¿FLHQW�VHUYLFH��7KLV�PHDQV�D�FOLHQW¶V�SUREOHP�
PXVW�EH�GHDOW�ZLWK�DV�VRRQ�DV�SRVVLEOH��:KHUH�
UHVHDUFK�LV�QHFHVVDU\��IHHGEDFN�PXVW�EH�SURYLGHG�DW�
WKH�SDUDOHJDO¶V�HDUOLHVW�FRQYHQLHQFH���

,I�WKHUH�LV�D�FRQVXOWDQW�RU�WKLUG�SHUVRQ�LQYROYHG��
JLYH�WKHP�WKH�QHFHVVDU\�LQIRUPDWLRQ�DV�VRRQ��
DV�SRVVLEOH�

)UHH�VHUYLFH��:KDWHYHU�D�SDUDOHJDO�GRHV��KH�VKH�
GRHV�IRU�IUHH��$�SDUDOHJDO�VKRXOG�QRW�FKDUJH�DQ\�IHH�
IRU�VHUYLFHV�UHQGHUHG��$W�WLPHV�FOLHQWV�PLJKW�KLJKO\�
DSSUHFLDWH�ZKDW�D�SDUDOHJDO�GLG�IRU�WKHP�DQG�PLJKW�
RIIHU�\RX�D�UHZDUG�RU�SUHVHQW��,W�LV�LPSRUWDQW�WR�
QRWH�WKDW�WR�DFFHSW�DQ\�VRUW�RI�³UHZDUG´�LV�DJDLQVW�
SDUDOHJDO�HWKLFV�

5HVSRQVLEOH�VHUYLFH��$�SDUDOHJDO�VKRXOG�QRW�GR�
ZRUN�KH�VKH�LV�QRW�TXDOL¿HG�WR�GR��)RU�H[DPSOH��D�
SDUDOHJDO�VKRXOG�QRW�SUHWHQG�WR�EH�D�ODZ\HU�DQG�GR�
ZRUN�PHDQW�IRU�ODZ\HUV��$�UHVSRQVLEOH�SDUDOHJDO�
FDOFXODWHV�KLV�KHU�DFWLRQV�DQG�GHDOV�RQO\�ZLWK�
PDWWHUV�ZLWKLQ�KLV�KHU�DPELW�RI�ZRUN�

$FFXUDWH�VHUYLFH��7KLV�UHTXLUHV�D�SDUDOHJDO�WR�
³GRXEOH�FKHFN´�DQ\�LQIRUPDWLRQ�SURYLGHG�WR�D�
FOLHQW��+HQFH�FRQWLQXRXV�UHVHDUFK�WR�REWDLQ�
DFFXUDWH�LQIRUPDWLRQ�IRU�WKH�FOLHQW�LV�DQ�LPSRUWDQW�
HWKLFDO�REOLJDWLRQ�

)DLU�DQG�LPSDUWLDO�VHUYLFH��$�SDUDOHJDO�DOZD\V�
PDLQWDLQV�LPSDUWLDOLW\�DQG�IDLUQHVV��,Q�RWKHU�ZRUGV��
D�SDUDOHJDO�VKRXOG�QRW�JLYH�DGYLFH�EDVHG�RQ�KLV�KHU�
EHOLHIV�RU�SUHIHUHQFHV��3UHMXGLFHV�VKRXOG�EH�VHW�
DVLGH�WR�HQDEOH�WKH�SDUDOHJDO�WR�DSSO\�KLV�KHU�PLQG�

3ROLWH�VHUYLFH��$�SDUDOHJDO�VKRXOG�DW�DOO�WLPHV�EH�
SROLWH�DQG�WUHDW�FOLHQWV�ZLWK�UHVSHFW�DQG�FDUH��
5HVSHFW�DQG�FDUH�UHTXLUHV�WKDW�D�SDUDOHJDO�VKRXOG�
QRW�ORVH�KLV�KHU�WHPSHU�HYHQ�LI�WKH�FOLHQW�LV�LUUL�
WDWLQJ��DUURJDQW��RU�UXGH��

7. MAKING REFERRALS

7KHUH�DUH�DVVLVWDQFH�DJHQFLHV�LQ�DOO�UHJLRQV�RI�
1DPLELD�LQYROYHG�LQ�VROYLQJ�VSHFL¿F�OHJDO�SURE�
OHPV��2IWHQ��RQH�DJHQF\�LV�PRUH�TXDOL¿HG�WKDQ�
DQRWKHU�WR�VRUW�RXW�D�FHUWDLQ�SUREOHP��6RPH�RI�WKHVH�
DJHQFLHV�DUH�SULYDWHO\�UXQ�DQG�VRPH�EHORQJ�WR�WKH�
JRYHUQPHQW��$Q�LPSRUWDQW�WDVN�RI�D�SDUDOHJDO�LV�WR�
UHFRJQL]H�ZKHQ�D�PDWWHU�VKRXOG�EH�UHIHUUHG�WR�D�
TXDOL¿HG�DJHQF\�DQG�WR�WKHQ�UHIHU�WKH�PDWWHU�WR�WKDW�
SDUWLFXODU�DJHQF\��,W�LV�LPSRUWDQW�IRU�D�SDUDOHJDO�WR�
IROORZ�XS�ZLWK�WKH�DJHQF\�WR�FRQ¿UP�WKDW�WKH�
UHIHUUDO�KDV�EHHQ�DFFHSWHG��

7KH�1DPLELD�3DUDOHJDO�$VVRFLDWLRQ�DQG�WKH�/HJDO�
$VVLVWDQFH�&HQWUH�KDYH�KHOSIXO�IRUPV�IRU�FUHDWLQJ�
D�OHWWHU�RI�UHIHUUDO��7KHVH�IRUPV�FDQ�EH�IRXQG�DW�
ZZZ�QDPLELDSDUDOHJDOV�RUJ�DQG�ZZZ�ODF�RUJ�QD�
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CHAPTER 2

PRACTICAL SKILLS FOR PARALEGALS

INTRODUCTION

3DUW���RI�WKLV�0DQXDO�DGGUHVVHV�PDQ\�RI�WKH�
VXE�VWDQWLYH�OHJDO�LVVXHV�\RX�ZLOO�IDFH�ZKHQ�DGYLVLQJ�
FOLHQWV��$ORQJ�ZLWK�NQRZOHGJH�RI�WKH�ODZ��LW�LV�
LPSRUWDQW�WKDW�SDUDOHJDOV�KDYH�VWURQJ�FRPPXQLFD�
WLRQ�VNLOOV��7KLV�FKDSWHU�ORRNV�DW�SUDFWLFDO�VNLOOV�
QHFHVVDU\�DQG�XVHIXO�IRU�D�SDUDOHJDO�WR�KDYH�LQ�WKHLU�
DGYLFH�JLYLQJ�UROH�

1. COMMUNICATING WITH  
THE CLIENT

$Q�HIIHFWLYH�SDUDOHJDO�KDV�WKH�FRPPXQLFDWLRQ�VNLOOV�
WR�GR�WKH�IROORZLQJ��

�� ,QWHUYLHZ�WKH�FOLHQW�DQG�WDNH�VWDWHPHQWV�

�� /LVWHQ�WR�WKH�FOLHQW�

�� &RXQVHO�WKH�FOLHQW�

�� 0RQLWRU�DQG�JDWKHU�HYLGHQFH�

�� *LYH�DGYLFH�DQG�VROYH�SUREOHPV�

�� 5HIHU�FOLHQWV�WR�RWKHU�RUJDQLVDWLRQV�RU��
DVVLVWDQFH�DJHQFLHV�

�� 0DNH�WHOHSKRQH�FDOOV�

�� :ULWH�OHWWHUV��DQG

�� :ULWH�UHSRUWV�

A. INTERVIEWING YOUR CLIENT

7KHUH�DUH�VHYHUDO�LPSRUWDQW�WKLQJV�\RX�VKRXOG�GR�
ZKHQ�LQWHUYLHZLQJ�D�FOLHQW��HVSHFLDOO\�IRU�WKH�¿UVW�
WLPH��,W�LV�LPSRUWDQW�WR�QRWH�WKDW�DV�D�SDUDOHJDO��\RXU�
SHUVRQDOLW\�DQG�JHQHUDO�UHSXWDWLRQ�LQ�WKH�FRPPX�
QLW\�GHWHUPLQHV�ZKHWKHU�D�FOLHQW�DQG�WKH�
FRPPXQLW\�ZLOO�WUXVW�\RX��

,PSRUWDQW�WLSV�IRU�LQWHUYLHZLQJ�D�FOLHQW�LQFOXGH�

�� ,QWURGXFLQJ�\RXUVHOI�WR�WKH�FOLHQW��7KLV�PHDQV�
\RX�PXVW�H[SODLQ�ZKR�\RX�DUH��ZKDW�WUDLQLQJ��
\RX�KDYH�KDG��DQG�ZKDW�KHOS�\RX�PD\�EH�DEOH��
WR�SURYLGH��

�� $VNLQJ�IRU�WKH�FOLHQW¶V�QDPH�DQG�DGGUHVV��

�� ([SODLQLQJ�WKH�LQWHUYLHZ�SURFHVV�WR�WKH�FOLHQW�

���$VN�LI�\RX�PD\�WDNH�QRWHV�RI�WKH�FRQYHUVDWLRQ��
2IIHU�WR�SURYLGH�FRSLHV�RI�\RXU�QRWHV�WR�WKH�
FOLHQW��7KLV�DQG�DOO�RWKHU�LQIRUPDWLRQ�VKRXOG�EH�
UHFRUGHG�RQ�WKH�&OLHQW�,QWDNH�&DVH�)RUP�
�VHH�IROORZLQJ�SDJH��

�� $VNLQJ�WKH�SHUVRQ�ZK\�KH�RU�VKH�KDV�FRPH��
IRU�KHOS�

�� :RUNLQJ�RXW�ZKHWKHU�WKH�SHUVRQ�LV�ZLOOLQJ�RU�DEOH�
WR�GLVFXVV�KLV�RU�KHU�SUREOHP��.HHS�LQ�PLQG�WKDW�
WKH�FOLHQW�PD\�¿QG�LW�GLI¿FXOW�WR�GLVFXVV�KLV�RU�
KHU�SUREOHPV�ZLWK�\RX�

�� /LVWHQLQJ�FDUHIXOO\�WR�WKH�FOLHQW�DQG�QRW�MXPSLQJ�
WR�FRQFOXVLRQV�DERXW�KLV�RU�KHU�SUREOHP�

�� $VNLQJ�WKH�FOLHQW�ZKHWKHU�KH�RU�VKH�WRRN�DQ\�
VWHSV�WR�VROYH�WKH�SUREOHP�EHIRUH�FRPLQJ�WR��
VHH�\RX�

�� 'LVFXVVLQJ�ZLWK�WKH�FOLHQW�ZKDW�\RX�WKLQN�DUH�WKH�
QHFHVVDU\�VWHSV�QHHGHG�WR�VRUW�RXW�WKH�SUREOHP��

�� 'HWHUPLQLQJ�LI�WKH�FOLHQW�RQO\�QHHGV�DGYLFH�DQG�
FRXQVHOOLQJ�RU�LI�WKH�FOLHQW�QHHGV�D�UHIHUUDO�WR�DQ�
DJHQF\�IRU�DVVLVWDQFH���6HH�H[DPSOH�RI�5HIHUUDO�
/HWWHU�IROORZLQJ��

,Q�LQWHUYLHZLQJ�WKH�FOLHQW�

�� 'R�QRW�DVVXPH�WKDW�WKH�FOLHQW�NQRZV�WKH�ODZ�

�� 'R�QRW�XVH�IRUHLJQ�RU�/DWLQ�ZRUGV��
�H�J���SUR�DPLFR��SUR�GHR��

�� 'R�QRW�XVH�OHJDO�WHUPV��H�J���MXULVGLFWLRQ�RU�
ORFXV�VWDQGL��

$OZD\V�H[SODLQ�WKLQJV�LQ�VLPSOH��HYHU\GD\�
ODQJXDJH�DQG�PDNH�VXUH�WKH�FOLHQW�XQGHUVWDQGV�
\RX��,W�LV�KHOSIXO�WR�H[SODLQ�WKLQJV�LQ�D�ZD\�WKDW�
UHODWHV�WR�WKH�H[SHULHQFH�RI�WKH�FOLHQW��&RQFUHWH�
H[DPSOHV�VKRZLQJ�ZKDW�PLJKW�KDSSHQ�DUH�RIWHQ��
D�JRRG�ZD\�WR�DVN�DERXW�DQG�LOOXVWUDWH�SRVVLEOH�
RXWFRPHV�
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B. LANGUAGE 

,W�LV�LPSRUWDQW�WR�WKLQN�DERXW�WKH�IDFW�WKDW�WKH�FOLHQW�
PD\�IHHO�PRUH�FRPIRUWDEOH�VSHDNLQJ�D�ODQJXDJH�
WKDW�\RX�GR�QRW�NQRZ�ZHOO��7KH�EHVW�ZD\�WR�FRPPX�
QLFDWH�LV�WR�LQWHUYLHZ�D�SHUVRQ�LQ�KLV�RU�KHU�RZQ�
ODQJXDJH��3HRSOH�¿QG�LW�PXFK�HDVLHU�WR�WHOO�\RX�
DERXW�WKHLU�SUREOHPV�LQ�WKHLU�RZQ�ODQJXDJH��,W�
PDNHV�WKHP�IHHO�PRUH�DW�HDVH�DQG�WKH\�ZLOO�EH�DEOH�
WR�H[SODLQ�WKHPVHOYHV�EHWWHU��&RQIXVLRQ�DQG�
PLVXQGHUVWDQGLQJV�FDQ�RFFXU�ZKHQ�D�SHUVRQ�KDV�WR�
H[SODLQ�D�SUREOHP�LQ�D�ODQJXDJH�ZKLFK�LV�QRW�KLV�RU�
KHU�RZQ�ODQJXDJH��,I�\RX�FDQQRW�VSHDN�WKH�ODQJXDJH�
RI�WKH�SHUVRQ�\RX�DUH�LQWHUYLHZLQJ��WKHQ�\RX�VKRXOG�
KDYH�VRPHRQH�ZLWK�\RX�ZKR�FDQ�DFW�DV�DQ�LQWHU�

SUHWHU��,I�\RX�DUH�XVLQJ�DQ�LQWHUSUHWHU��WKDW�SHUVRQ�
VKRXOG�KDYH�D�JRRG�XQGHUVWDQGLQJ�RI�ERWK�
ODQJXDJHV��,W�ZRXOG�DOVR�EH�KHOSIXO�IRU�WKHP�WR�KDYH�
VRPH�EDVLF�NQRZOHGJH�RI�WKH�ODZ��6LPLODUO\��LI�\RX�
ZULWH�WR�WKH�FOLHQW�RU�ZULWH�D�GRFXPHQW�IRU�\RXU�
FOLHQW��\RX�VKRXOG�WU\�WR�ZULWH�WKH�OHWWHU�LQ�WKH�
FOLHQW¶V�ODQJXDJH�

,W�LV�DOVR�LPSRUWDQW�WR�XVH�WKH�ULJKW�OHYHO�RI�ODQJXDJH�
VR�WKDW�WKH�SHUVRQ�\RX�DUH�WU\LQJ�WR�KHOS�XQGHUVWDQGV�
ZKDW�\RX�DUH�VD\LQJ��,I�\RX�GR�QRW�H[SODLQ�WKLQJV�
SODLQO\�DQG�LQ�D�ZD\�WKDW�LV�HDV\�WR�XQGHUVWDQG��\RX�
ZLOO�QRW�EH�KHOSLQJ�WKH�FOLHQW��

+HUH�DUH�VRPH�H[DPSOHV�RI�ODQJXDJH�LVVXHV�WKDW�
PD\�KLQGHU�WKH�FOLHQW¶V�DELOLW\�WR�XQGHUVWDQG�\RX�

CLIENT INTAKE CASE FORM

'DWH�� ��������������������������������������������������������������������������������������������������������������������������������

&OLHQW�1DPH�� ��������������������������������������������������������������������������������������������������������������������������������

3K\VLFDO�$GGUHVV�� ��������������������������������������������������������������������������������������������������������������������������������

3RVWDO�$GGUHVV�� ��������������������������������������������������������������������������������������������������������������������������������

7HOHSKRQH�&HOO�� ��������������������������������������������������������������������������������������������������������������������������������

(PDLO��LI�DQ\��� ��������������������������������������������������������������������������������������������������������������������������������

$JH�� ��������������������������������������������������������������������������������������������������������������������������������

7\SH�RI�FDVH�� ��������������������������������������������������������������������������������������������������������������������������������

�H�J���ODERXU�

'HVFULSWLRQ�RI�FOLHQW¶V�SUREOHP�

�������������������������������������������������������������������������������������������������������������������������������������������������������������������

�������������������������������������������������������������������������������������������������������������������������������������������������������������������

�������������������������������������������������������������������������������������������������������������������������������������������������������������������

$GYLFH�RU�VXJJHVWLRQV�JLYHQ�WR�FOLHQW��

�������������������������������������������������������������������������������������������������������������������������������������������������������������������

�������������������������������������������������������������������������������������������������������������������������������������������������������������������

�������������������������������������������������������������������������������������������������������������������������������������������������������������������

$FWLRQ�WDNHQ�RQ�EHKDOI�RI�FOLHQW�

�������������������������������������������������������������������������������������������������������������������������������������������������������������������

�������������������������������������������������������������������������������������������������������������������������������������������������������������������

�������������������������������������������������������������������������������������������������������������������������������������������������������������������

:DV�WKH�FOLHQW�UHIHUUHG�WR�DQRWKHU�DJHQF\"��,I�VR��ZKLFK�DJHQF\"

��������������������������������������������������������������������������������������������������������������������������������������������������
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���8VLQJ�GLI¿FXOW�OHJDO�ZRUGV��)RU�H[DPSOH��
GLVFUHWLRQDU\��REOLJDWRU\��HWF��

���8VLQJ�D�GLI¿FXOW�H[SODQDWLRQ�WR�H[SODLQ�D�
GLI¿FXOW�ZRUG��)RU�H[DPSOH��H[SODLQLQJ�WKDW��
DQ�LQWHUGLFW�LV�µD�FLYLO�UHPHG\�FDOOLQJ�RQ��
WKH�RIIHQGLQJ�SDUW\�WR�UHIUDLQ�IURP�KDUPLQJ��
WKH�DSSOLFDQW¶�LV�QRW�DV�HDV\�WR�XQGHUVWDQG�DV�
VD\LQJ�WKDW�µDQ�LQWHUGLFW�LV�D�VSHFLDO�NLQG�RI�
FRXUW�RUGHU�ZKLFK�\RX�FDQ�JHW�WR�SURWHFW�\RX�
IURP�KDUP�RU�GDQJHU�¶�

���8VLQJ�IRUHLJQ�RU�/DWLQ�ZRUGV��)RU�H[DPSOH���
TXLG�SUR�TXR��YLV�j�YLV��HWF��

���8VLQJ�MDUJRQ��ZRUGV�WKDW�DUH�XVXDOO\�RQO\�FOHDU�
WR�D�FHUWDLQ�JURXS�RI�SHRSOH���

C. LISTENING SKILLS

,W�LV�LPSRUWDQW�WR�OLVWHQ�FDUHIXOO\�ZKHQ�WKH��
FOLHQW�LV�WHOOLQJ�\RX�DERXW�D�SUREOHP��7KHUH�DUH�
GLIIHUHQW�ZD\V�WKDW�\RX�FDQ�XVH�WR�VKRZ�WKH��
FOLHQW�WKDW�\RX�DUH�OLVWHQLQJ�FDUHIXOO\�

����8VH�\RXU�ERG\�WR�VD\�³,�DP�OLVWHQLQJ´�

�± �8VH�H\H�FRQWDFW�DQG�ORRN�DW�WKH�FOLHQW

�± �1RG�\RXU�KHDG

�± �6D\�³\HV�´�³,�VHH�´�RU�³,�XQGHUVWDQG´

���/HW�\RXU�FOLHQW�WHOO�WKHLU�ZKROH�VWRU\�¿UVW��7KHQ�
VXPPDUL]H�WKH�PDLQ�SRLQWV�RI�ZKDW�\RXU�FOLHQW�
VDLG�LQ�\RXU�RZQ�ZRUGV�WR�PDNH�VXUH�WKDW�\RX�
JRW�WKH�VWRU\�ULJKW��$VN�WKH�FOLHQW�LI�\RXU�
VXPPDU\�LV�FRUUHFW�

����6KRZ�WKH�FOLHQW�WKDW�\RX�DUH�V\PSDWKHWLF�WR�KLV�
RU�KHU�SUREOHP��

���'R�QRW�EH�LPSDWLHQW�ZLWK�WKH�FOLHQW�ZKHQ�KH�RU�
VKH�LV�WHOOLQJ�\RX�DERXW�D�SUREOHP�

,I�\RX�OLVWHQ�FDUHIXOO\�WR�WKH�FOLHQW��\RX�ZLOO�NQRZ�
ZKDW�KHOS�VKH�RU�KH�LV�ORRNLQJ�IRU��7KH�PRUH�
V\PSDWKHWLF�\RX�DUH�WRZDUG�WKH�FOLHQW��WKH�PRUH��
WKH�FOLHQW�ZLOO�WUXVW�\RX�DQG�FRQ¿GH�LQ�\RX�

2.  ADVISING A CLIENT

*LYLQJ�D�FOLHQW�DGYLFH�LV�RQH�RI�WKH�PRVW�LPSRUWDQW�
MREV�RI�D�SDUDOHJDO��/LVWHQ�FDUHIXOO\�WR�WKH�FOLHQW�DQG�
¿QG�RXW�H[DFWO\�ZKDW�KH�RU�VKH�QHHGV�\RX�WR�GR��
'LVFXVV�ZLWK�WKH�FOLHQW�ZKDW�VWHSV�\RX�ZLOO�WDNH�WR�
WU\�WR�VROYH�WKH�SUREOHP��0DNH�VXUH�WKH�FOLHQW�
XQGHUVWDQGV�ZKDW�\RX�DUH�JRLQJ�WR�GR��%H�UHDOLVWLF�
DERXW�KRZ�PXFK�\RX�WKLQN�\RX�FDQ�GR�IRU�WKH�FOLHQW�
DQG�KRZ�ORQJ�LW�ZLOO�WDNH�WR�VRUW�RXW�WKH�SUREOHP��
'R�QRW�UDLVH�IDOVH�KRSHV��)XUWKHU��QHYHU�JLYH�DGYLFH�
LI�\RX�DUH�QRW�VXUH�RI�WKH�IDFWV��,Q�WKDW�FDVH��LW�LV�
ZLVH�WR�LQIRUP�WKH�FOLHQW�WKDW�\RX�PD\�QHHG�WR�JHW�

EDFN�WR�KLP�RU�KHU�ZLWK�DGYLFH�DIWHU�\RX�KDYH�KDG�
DQ�RSSRUWXQLW\�WR�LQYHVWLJDWH�IXUWKHU���

$OZD\V�DJUHH�RQ�KRZ�\RX�DUH�JRLQJ�WR�UHSRUW�EDFN�WR�
WKH�FOLHQW��7KLV�FRXOG�EH�E\�ZULWLQJ�D�OHWWHU�WR�WKH�FOLHQW�
RU�E\�WKH�FOLHQW�FRPLQJ�EDFN�WR�\RX�RQ�D�VHW�GDWH��

.HHS�WUDFN�RI�DOO�FRPPXQLFDWLRQV�ZLWK�WKH�FOLHQW��
:ULWH�GRZQ�HYHU\WKLQJ�WKDW�\RX�GR��)RU�H[DPSOH��
LI�\RX�PDNH�D�WHOHSKRQH�FDOO��ZULWH�GRZQ�ZKDW�ZDV�
VDLG�GXULQJ�WKH�FDOO��.HHS�FRSLHV�RI�DOO�OHWWHUV�WKDW�
\RX�ZULWH�IRU�WKH�FOLHQW��

<RX�FDQ�VWDUW�E\�XVLQJ�WKH�&OLHQW�,QWDNH�&DVH�
)RUP��:ULWH�GRZQ�WKH�DGYLFH�WKDW�\RX�JLYH�WKH�
FOLHQW�DQG�WKH�LQVWUXFWLRQV�KH�RU�VKH�KDV�JLYHQ�\RX��
.HHS�FRSLHV�RI�WKH�&OLHQW�,QWDNH�&DVH�)RUP��DQG�DOO�
FRPPXQLFDWLRQV�DQG�RWKHU�FOLHQW�UHODWHG�GRFXPHQWV��
LQ�WKH�FOLHQW¶V�¿OH�

.HHS�FRSLHV�RI�DOO�GRFXPHQWV�LQ�FRQQHFWLRQ�ZLWK�
WKH�FOLHQW¶V�FODLP��'R�QRW�ZULWH�RQ�RULJLQDO�GRFX�
PHQWV��&RSLHV�RI�FOLHQW�GRFXPHQWV�VKRXOG�EH�NHSW��
LQ�D�VHFXUH�IROGHU�RU�VWDSOHG�WR�WKH�&OLHQW�,QWDNH�
&DVH�)RUP�VR�WKH\�GR�QRW�JHW�ORVW�

A. TAKING A CLIENT STATEMENT

6RPHWLPHV�LW�LV�QHFHVVDU\�WR�WDNH�D�FOLHQW¶V�VWDWH�
PHQW��,W�LV�QHFHVVDU\�WR�WDNH�D�VWDWHPHQW�DFFXUDWHO\�
DQG�FRPSOHWHO\�EHFDXVH�LW�KHOSV�NHHS�D�UHFRUG�RI�WKH�
FOLHQW¶V�FDVH��,W�LV�DOVR�LPSRUWDQW�EHFDXVH�D�FOLHQW�
FDQ�IRUJHW�IDFWV�RYHU�WLPH��$�VWDWHPHQW�FDQ�DOVR�EH�
LPSRUWDQW�ZKHQ�PDNLQJ�D�UHIHUUDO�VR�WKDW�WKH�SHUVRQ�
RU�DJHQF\�UHFHLYLQJ�WKH�PDWWHU�KDV�D�ZULWWHQ�
GHVFULSWLRQ�RI�WKH�HYHQW��)RU�WKHVH�UHDVRQV��LW�LV��
YHU\�LPSRUWDQW�IRU�\RX�WR�ZULWH�GRZQ�LQIRUPDWLRQ�
DFFXUDWHO\�DQG�FRPSOHWHO\��$OO�FOLHQW�VWDWHPHQWV�
VKRXOG�EH�PDLQWDLQHG�ZLWK�WKH�FOLHQW�¿OH��

7KH�GHWDLOV�\RX�QHHG�ZLOO�EH�GLIIHUHQW�DFFRUGLQJ��
WR�GLIIHUHQW�W\SHV�RI�OHJDO�SUREOHPV��)RU�H[DPSOH���
LQ�D�FRPSODLQW�DERXW�WKH�QRQ�SD\PHQW�RI�ZDJHV��
\RX�QHHG�WR�NQRZ�ZKDW�ZRUN�WKH�FOLHQW�ZDV�GRLQJ�
DQG�ZKDW�WKH�ZDJH�ZDV�VXSSRVHG�WR�EH��DV�ZHOO�DV�
WKH�QDPH�DQG�DGGUHVV�RI�WKH�HPSOR\HU��7R�KHOS�ZLWK�
D�SHQVLRQ�DSSOLFDWLRQ��\RX�QHHG�WKH�DJH�DQG�SUHVHQW�
LQFRPH�RI�WKH�FOLHQW��

:ULWH�GRZQ�HYHU\�GHWDLO�RI�LPSRUWDQFH��,W�LV�DOZD\V�
EHWWHU�WR�LQFOXGH�LQIRUPDWLRQ�LI�\RX�DUH�QRW�VXUH�
ZKHWKHU�LW�LV�LPSRUWDQW�RU�QRW��3DUDOHJDOV�FDQ�
GHYHORS�IRUPV�IRU�GLIIHUHQW�W\SHV�RI�FDVHV�WR�HQVXUH�
WKDW�WKH\�ZLOO�UHFRUG�WKH�FRUUHFW�LQIRU�PDWLRQ��
+RZHYHU��D�FOLHQW�VWDWHPHQW�VKRXOG�LQFOXGH�DW�OHDVW��

���,PSRUWDQW�GHWDLOV�DERXW�WKH�FOLHQW��7KH�FOLHQW¶V�
QDPH��DJH��LGHQWLW\�QXPEHU��ZRUN�GHWDLOV��SRVWDO�
DGGUHVV��DQG�UHVLGHQWLDO�DGGUHVV�VKRXOG�EH�
FDUHIXOO\�QRWHG�
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���$�GHVFULSWLRQ�RI�WKH�SUREOHP��

���$�FKURQRORJLFDO�GHVFULSWLRQ�RI�HYHQWV��

,I�SRVVLEOH��LW�LV�EHVW�WR�KDYH�WKH�FOLHQW�VLJQ�WKH�
VWDWHPHQW��$Q�H[DPSOH�RI�D�&OLHQW�6WDWHPHQW�LV�EHORZ��

B. VERIFYING INFORMATION

$V�D�SDUDOHJDO��\RX�PXVW�EH�FDUHIXO�QRW�WR�DFW�EDVHG�
RQ�IDOVH�LQIRUPDWLRQ��7KHUH�DUH�WLPHV�ZKHQ�D�FOLHQW�
SURYLGHV�IDOVH�RU�LQDFFXUDWH�LQIRUPDWLRQ�WR�EDFN�XS�
KLV�RU�KHU�FDVH��,I�\RX�DFW�RQ�VXFK�LQIRUPDWLRQ���
\RX�PD\�IDFH�HPEDUUDVVPHQW�DQG�ORVV�RI�UHVSHFW��
7KHUHIRUH��LW�LV�YHU\�LPSRUWDQW�WR�KHDU�WKH�VWRU\�RI�
WKH�RWKHU�SHUVRQ�EHIRUH�\RX�WDNH�DFWLRQ�

CLIENT STATEMENT

�
'DWH�RI�VWDWHPHQW��
���2FWREHU�����

6WDWHPHQW�WDNHQ�E\��
5X¿QXV�+LQGMR��:DOYLV�%D\�&RPPXQLW\�$GYLFH�2I¿FH

��� �0\�QDPH�LV�0RVHV�$VLQR��,�DP����\HDUV�ROG�DQG�DP�OLYLQJ�LQ�5RRP������6LQJOH�4XDUWHUV��
0RQGHVD��,�DP�PDUULHG�ZLWK�WKUHH�FKLOGUHQ��,�DP�D�¿VKHUPDQ�E\�WUDGH��

��� �2Q����6HSWHPEHU������DW�DSSUR[LPDWHO\���K���,�ZDV�RQ�P\�ZD\�KRPH�DIWHU�ZDWFKLQJ�D�VRFFHU�
PDWFK�RQ�WHOHYLVLRQ�ZLWK�P\�IULHQG��)UHGG\�+DPDWD��DW�KLV�KRXVH��,�SDVVHG�WKH�0RQGHVD�6KRSSLQJ�
&HQWUH�RQ�P\�ZD\�KRPH�

��� �$IWHU�SDVVLQJ�WKH�6KRSSLQJ�&HQWUH��D�JURXS�RI�DSSUR[LPDWHO\�HLJKW�SHUVRQV�LQ�RI¿FLDO�XQLIRUPV�
FURVVHG�WKH�VWUHHW�DQG�FDPH�WRZDUG�PH��2QH�RI�WKHP�VWRSSHG�PH�DQG�DVNHG�ZKHUH�,�ZDV�JRLQJ���
,�WROG�KLP�,�ZDV�RQ�P\�ZD\�KRPH�

��� �+H�JUDEEHG�PH�E\�P\�VKLUW�DQG�VWDUWHG�WRXFKLQJ�P\�SRFNHWV��,�ZDV�YHU\�VXUSULVHG�DW�WKLV�PRYH�
DQG�SXVKHG�KLP�DZD\��$QRWKHU�PHPEHU�RI�WKH�JURXS�LPPHGLDWHO\�KLW�PH�ZLWK�D�ULÀH�EXWW�LQ�WKH�
EDFN��7KHUHDIWHU��WKH\�DOO�VWDUWHG�KLWWLQJ�PH�DQG�NLFNLQJ�PH�DOO�RYHU�P\�ERG\�DQG�WROG�PH�QRW�WR�
EH�FKHHN\�

��� �,�EHJJHG�WKHP�WR�OHDYH�PH�DORQH��$IWHU�D�ZKLOH�WKH\�VWRSSHG�KLWWLQJ�PH�DQG�WROG�PH�WR�GLVDSSHDU���
,�IHOW�YHU\�GL]]\�EXW�VWDUWHG�UXQQLQJ�ZLWK�GLI¿FXOW\�WR�P\�KRXVH�

��� �:KHQ�,�DUULYHG�DW�KRPH�P\�ZLIH�RSHQHG�WKH�GRRU�DQG�ZDV�VKRFNHG�EHFDXVH�P\�IDFH�ZDV�FRYHUHG�
ZLWK�EORRG�DQG�P\�OLSV�VZROOHQ��6KH�ZDQWHG�WR�WDNH�PH�WR�WKH�GRFWRU��EXW�,�ZDV�WRR�VFDUHG�WR�OHDYH�
P\�KRXVH�DIWHU�ZKDW�KDSSHQHG�WKDW�QLJKW�

��� �7KH�QH[W�PRUQLQJ�,�JRW�XS�ZLWK�JUHDW�GLI¿FXOW\�DQG�ZHQW�WR�WKH�FOLQLF�LQ�D�WD[L��,�ZDV�LPPHGLDWHO\�
WUDQVIHUUHG�WR�WKH�6WDWH�+RVSLWDO��,Q�WKH�KRVSLWDO��,�ZDV�WUHDWHG�IRU�WZR�EURNHQ�ULEV��VHYHUH�EUXLVLQJ�
RYHU�P\�ERG\��DQG�D�EODFN�H\H��,�VSHQW�WZR�GD\V�LQ�WKH�KRVSLWDO�DQG�ZDV�WUHDWHG�E\�'U��,\DPER�

��� �$IWHU�P\�GLVFKDUJH�IURP�WKH�KRVSLWDO��,�ZHQW�WR�WKH�6ZDNRSPXQG�SROLFH�VWDWLRQ�WR�¿OH�D�FRPSODLQW�
DJDLQVW�WKH�SHUVRQV�ZKR�DVVDXOWHG�PH��7KH�SROLFH�WRRN�D�VWDWHPHQW�DQG�SURPLVHG�WR�LQYHVWLJDWH�WKH�
PDWWHU��$IWHU�WZR�ZHHNV��,�ZHQW�EDFN�WR�WKH�SROLFH�VWDWLRQ�DQG�WKH�SHUVRQ�ZKR�WRRN�P\�VWDWHPHQW�
VDLG�WKH\�KDG�QRW�WUDFHG�WKH�SHUVRQV�ZKR�DVVDXOWHG�PH�

��� �,�KDYH�EHHQ�XQDEOH�WR�HDUQ�D�OLYLQJ�DV�D�¿VKHUPDQ�VLQFH�,�VWLOO�KDYH�VHYHUH�SDLQV�LQ�P\�ULE�FDJH�
DIWHU�WKH�DVVDXOW�

���� �,�ZDQW�WKH�UHVSRQVLEOH�SHRSOH�WR�EH�FKDUJHG�DQG�,�ZDQW�WR�PDNH�D�FLYLO�FODLP�DJDLQVW�WKHP�

6LJQDWXUH�RI�FOLHQW��
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+RZHYHU��WKLV�GRHV�QRW�PHDQ�\RX�VKRXOG�TXHVWLRQ�
WKH�FUHGLELOLW\�RU�KRQHVW\�RI�\RXU�FOLHQW��,W�DOO�
GHSHQGV�RQ�ZKHWKHU�\RX��DV�D�SDUDOHJDO�OLVWHQLQJ�WR�
WKH�FRPSODLQW��KDYH�GRXEWV�DV�WR�WKH�WUXWKIXOQHVV�RI�
ZKDW�\RX�DUH�EHLQJ�WROG�

C. CONFIDENTIALITY

(YHU\WKLQJ�\RX�GLVFXVV�ZLWK�\RXU�FOLHQW�PXVW�EH�
NHSW�FRQ¿GHQWLDO��$�JRRG�SDUDOHJDO�NHHSV�LQIRUPD�
WLRQ�FRQ¿GHQWLDO�DW�DOO�FRVWV��&RQ¿GHQWLDO�PHDQV�
WKDW�\RX�GR�QRW�WHOO�DQ\RQH�WKH�LQIRUPDWLRQ�WKH�FOLHQW�
KDV�WROG�\RX�XQOHVV�WKH�FOLHQW�JLYHV�\RX�SHUPLVVLRQ�
WR�WHOO�VRPHRQH�HOVH��<RX�FDQ�DVN�WKH�FOLHQW�IRU�
SHUPLVVLRQ�WR�GLVFXVV�WKH�PDWWHU�ZLWK�DQRWKHU�
SDUDOHJDO�LI�\RX�IHHO�\RX�ZRXOG�OLNH�WR�KDYH�D�VHFRQG�
RSLQLRQ�RQ�KRZ�WR�KDQGOH�WKH�FOLHQW¶V�PDWWHU�

3.  ADVICE GIVING AND PROBLEM 
SOLVING SKILLS

6RPHWLPHV�SHRSOH�RQO\�QHHG�DGYLFH�WR�KHOS�WKHP�
ZLWK�WKHLU�SUREOHPV��)RU�H[DPSOH��VRPHRQH�PD\�
FRPH�WR�\RX�DVNLQJ�ZKHUH�WR�JR�WR�¿QG�DQ�DSSOLFD�
WLRQ�IRU�D�FKLOG�VRFLDO�JUDQW��<RX�FDQ�DGYLVH�KLP�RU�
KHU�WR�JR�WR�WKH�FORVHVW�0LQLVWU\�RI�*HQGHU�(TXDOLW\�
DQG�&KLOG�:HOIDUH�

$V�PXFK�DV�SRVVLEOH��\RX�VKRXOG�HQFRXUDJH�SHRSOH�
WR�WU\�WR�VRUW�RXW�WKHLU�SUREOHPV�RQ�WKHLU�RZQ���
2IWHQ�WKLV�PHDQV�WKDW�\RX�JLYH�D�SHUVRQ�VRPH�
DGYLFH�DQG�WHOO�WKHP�WR�FRPH�EDFN�WR�\RX�LI�WKH\�
KDYH�QRW�PDQDJHG�WR�VRUW�LW�RXW��7KLV�PDNHV�SHRSOH�
OHVV�GHSHQGHQW�RQ�\RX�WR�VROYH�WKHLU�SUREOHPV�DQG�
HQFRXUDJHV�WKHP�WR�WDNH�UHVSRQVLELOLW\�IRU�GHDOLQJ�
ZLWK�WKHLU�RZQ�SUREOHPV�

4.  COUNSELING SKILLS

6RPHWLPHV�SHRSOH�MXVW�ZDQW�WR�WDON�WR�\RX�DERXW�
WKHLU�SUREOHPV�DQG�LW�PD\�QRW�EH�QHFHVVDU\�IRU�\RX�
WR�WDNH�DQ\�IXUWKHU�DFWLRQ��,W�PLJKW�EH�HQRXJK�IRU�
\RX�WR�FRXQVHO�VRPHRQH�DERXW�ZD\V�WR�GHDO�ZLWK��
D�SUREOHP��)RU�H[DPSOH��\RXU�FOLHQW�PLJKW�KDYH�D�
SUREOHP�ZLWK�QRLV\�QHLJKERXUV�ZKR�SDUW\�WKURXJK�
WKH�QLJKW�DQG�NHHS�KHU�DZDNH��<RX�FDQ�VXJJHVW�
GLIIHUHQW�ZD\V�WR�GHDO�ZLWK�WKH�SUREOHP�VXFK�DV�
DVNLQJ�IRU�D�PHHWLQJ�ZLWK�WKH�QHLJKERXU�WR�GLVFXVV�
WKH�SUREOHP�RU�JHWWLQJ�D�PHGLDWRU�LQ�WR�KHOS�
PHGLDWH�EHWZHHQ�WKH�QHLJKERXUV�

&RXQVHOOLQJ�LV�D�VNLOO�XVHG�PDLQO\�E\�SURIHVVLRQDO�
SV\FKRORJLVWV�DQG�VRFLDO�ZRUNHUV��:KHUH�WKH�
LVVXHV�UDLVHG�E\�DQ�DGYLFH�VHHNHU�FDQ�KDYH�VHULRXV�
SV\FKR��ORJLFDO�FRQVHTXHQFHV��IRU�H[DPSOH��LQ�WKH�
FDVH�RI�D�FKLOG�ZKR�KDV�EHHQ�DEXVHG��D�SHUVRQ�ZKR�

KDV�EHHQ�UDSHG��HWF����WKH\�ZLOO�QHHG�SV\FKRORJLFDO�
FRXQVHOOLQJ��3DUDOHJDOV�DUH�QRW�WUDLQHG�WR�SURYLGH�
WKLV�VHUYLFH�VR�WKH\�VKRXOG�UHIHU�WKH�SHUVRQ��
WR�D�SURIHVVLRQDO�

5.  MAKING REFERRALS AND  
WRITING LETTERS

3DUDOHJDOV�RIWHQ�SOD\�DQ�LPSRUWDQW�UROH�E\�OLQNLQJ�
SHRSOH�ZKR�KDYH�D�SUREOHP�WR�DQ�DSSURSULDWH�
DJHQF\�WKDW�LV�PRUH�TXDOL¿HG�DQG�EHWWHU�WUDLQHG�WR�
GHDO�ZLWK�WKH�SUREOHP��7KH�EHVW�DGYLFH�D�SDUDOHJDO�
FDQ�JLYH�PD\�EH�D�UHIHUUDO�WR�DQRWKHU�RUJDQLVDWLRQ�
RU�DJHQF\��LQFOXGLQJ�WKH�/HJDO�$VVLVWDQFH�&HQWUH��
JRYHUQPHQW�DJHQFLHV��:RPHQ�DQG�&KLOG�3URWHFWLRQ�
8QLWV��WUDGH�XQLRQV��PDLQWHQDQFH�RI¿FHUV���
RU�VRFLDO�ZRUNHUV�

7KHUH�DUH�DVVLVWDQFH�DJHQFLHV�WKURXJKRXW�1DPLELD�
WKDW�DUH�PRUH�TXDOL¿HG�WR�VRUW�RXW�FHUWDLQ�SUREOHPV��
6RPH�RI�WKHVH�DJHQFLHV�DUH�JRYHUQPHQW�UXQ�DQG�
VRPH�DUH�SULYDWHO\�UXQ��3HRSOH�ZRUNLQJ�LQ�WKHVH�
DVVLVWDQFH�DJHQFLHV�DUH�WUDLQHG�WR�GHDO�ZLWK�VSHFL¿F�
OHJDO�DQG�VRFLDO�SUREOHPV��

A. SIMPLE REFERRAL LETTER

7KH�EHVW�ZD\�WR�UHIHU�VRPHRQH�WR�DQRWKHU�SHUVRQ��
RU�DJHQF\�LV�WR�ZULWH�KLP�RU�KHU�D�5HIHUUDO�
/HWWHU��$�UHIHUUDO�OHWWHU�HQDEOHV�\RX�WR�GR�WZR�
LPSRUWDQW�WKLQJV�

�� %ULHÀ\�GHVFULEH�WKH�SUREOHP�WR�WKH�RI¿FHU�
GHSDUW�PHQW�DJHQW�WKDW�\RX�KRSH�WR�UHIHU�WKH�
PDWWHU�WR�

�� .HHS�D�UHFRUG�RI�WKH�DGYLFH�JLYHQ�

B. DETAILED REFERRAL LETTER

6RPHWLPHV��D�PRUH�GHWDLOHG�UHIHUUDO�OHWWHU�LV�
UHTXLUHG��7KLV�XVXDOO\�RFFXUV�ZKHQ�PRUH�GHWDLOHG�
LQIRUPDWLRQ�LV�QHHGHG�WR�H[SODLQ�WKH�UHIHUUDO�

C. LETTER-WRITING SKILLS

6RPHWLPHV�D�UHIHUUDO�OHWWHU�LV�QRW�DOZD\V�HQRXJK�
DQG�\RX�ZLOO�QHHG�WR�ZULWH�D�PRUH�GHWDLOHG�OHWWHU��
LQ�RUGHU�WR�JHW�D�UHVSRQVH��+HUH�DUH�VRPH�JXLGHOLQHV�
IRU�ZULWLQJ�D�PRUH�GHWDLOHG�OHWWHU��8VH�WKLV�DV�D�
VWDUWLQJ�SRLQW�DQG�DGDSW�LW�DV�QHFHVVDU\��5HPHPEHU�
WR�NHHS�OHWWHUV�DV�VLPSOH�DQG�WR�WKH�SRLQW�DV�
SRVVLEOH��,W�RIWHQ�LV�KHOSIXO�WR�DVN�VRPHRQH�HOVH��
LQ�WKH�RI¿FH�WR�UHDG�WKH�OHWWHU�EHIRUH�VHQGLQJ�LW���
+H�RU�VKH�PLJKW�EH�DEOH�WR�JLYH�XVHIXO�VXJJHVWLRQV�
WR�LPSURYH�WKH�OHWWHU��5HPHPEHU�WR�NHHS�D�FRS\��
RQ�¿OH�
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SIMPLE REFERRAL LETTER

2QJZHGLYD�3DUDOHJDO�&HQWUH�� 7HOHSKRQH��������±����±�������������
3ULYDWH�%DJ������ (PDLO���KUF#RVK�QDPLE�FRP�
2VKDNDWL� )D[����������������
1DPLELD

5HI���(8������

���1RYHPEHU�����

7KH�0DLQWHQDQFH�2I¿FH�
2VKDNDWL�0DJLVWUDWH¶V�&RXUW�
2VKDNDWL��1DPLELD

$WWHQWLRQ���0U��3HWUXV�$PDNDOL

5(���0$,17(1$1&(�&$6(�(0,/,$�$/3+(86�9��()5$,0�886,.8

:H�KHUHE\�UHIHU�0V��(PLOLD�$OSKHXV�WR�\RXU�RI¿FH�IRU�DVVLVWDQFH�UHJDUGLQJ�WKH�PDLQWHQDQFH�RI�KHU�
WKUHH�PLQRU�FKLOGUHQ���0V��$OSKHXV�DOOHJHG�WKDW�WKH�IDWKHU�RI�WKH�FKLOGUHQ��0U��(IUDLP�8XVLNX��KDV�QHYHU�
SDLG�DQ\�PDLQWHQDQFH�WR�WKH�PLQRU�FKLOGUHQ�VLQFH�������

&RXOG�\RX�SOHDVH�UHQGHU�IXUWKHU�OHJDO�DVVLVWDQFH�WR�WKLV�SHUVRQ"��3OHDVH�FRQWDFW�PH�VR�WKDW�,�NQRZ�WKLV�
UHIHUUDO�KDV�EHHQ�VXFFHVVIXO���

7KDQN�\RX���

6LQFHUHO\�\RXUV��

%HUWKD�1DPDODPER

���7+(�23(1,1*�

�� �<RXU�DGGUHVV��RU�WKH�DGGUHVV�WKDW�WKH�SHUVRQ�
JHWWLQJ�WKH�OHWWHU�PXVW�UHVSRQG�WR��

�� �<RXU�WHOHSKRQH�QXPEHU��ID[�QXPEHU��DQG�HPDLO�
DGGUHVV�LI�\RX�KDYH�RQH�

�� �7KH�GDWH�

�� �$�UHIHUHQFH�QXPEHU��WKLV�VKRXOG�FRUUHVSRQG�WR�
\RXU�¿OLQJ�V\VWHP�DQG�LV�XVHIXO�ZKHQ�\RX�
UHFHLYH�D�UHSO\�RU�QHHG�WR�ZULWH�DQRWKHU�OHWWHU��

�� �7KH�QDPH�DQG�RU�WLWOH�RI�WKH�SHUVRQ�WR�ZKRP�
WKH�OHWWHU�LV�DGGUHVVHG�

�� �7KH�DGGUHVV�RI�WKH�SHUVRQ�WR�ZKRP�\RX�
DUH�ZULWLQJ�

�� �$�WRSLF��³5H´��OLQH��7KLV�H[SODLQV�ZKDW�WKH�
OHWWHU�LV�DERXW�DQG�XVXDOO\�LQFOXGHV�WKH�FOLHQW¶V�
QDPH�DQG�WKH�W\SH�RI�SUREOHP�

���7+(�,1752'8&7,21

�� �6WDUW�\RXU�OHWWHU�E\�VD\LQJ�WKDW�\RX�DUH�ZULWLQJ�
RQ�EHKDOI�RI�\RXU�FOLHQW�

�� �3URYLGH�LQIRUPDWLRQ�WKDW�ZLOO�LGHQWLI\�WKH�FOLHQW���

�� �6WDWH�ZKDW�WKH�SUREOHP�LV�DQG�VHW�RXW�WKH�
GHWDLOV�RI�\RXU�FOLHQW¶V�FRPSODLQW�

���7+(�%2'<�2)�7+(�/(77(5

�� �6WDWH�ZKDW�WKH�ODZ�VD\V�DQG�DSSO\�WKH�ODZ�WR�
WKH�IDFWV�RI�\RXU�FOLHQW¶V�VLWXDWLRQ�

�� �6D\�H[DFWO\�ZKDW�LW�LV�WKDW�\RX�ZDQW�IURP�WKH�
SHUVRQ�\RX�DUH�ZULWLQJ�WR���,Q�RWKHU�ZRUGV��VD\�
ZKDW�WKH�SHUVRQ�\RX�DUH�ZULWLQJ�WR�PXVW�GR�
DERXW�\RXU�FOLHQW¶V�SUREOHP�

���7+(�&/26,1*

�� �,QYLWH�WKH�SHUVRQ�WR�UHSO\�E\�D�FHUWDLQ�GDWH�
�QRUPDOO\�EHWZHHQ���DQG����GD\V��

�� �6LJQ�WKH�OHWWHU�
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DETAILED REFERRAL LETTER

2QJZHGLYD�3DUDOHJDO�&HQWUH�� 7HOHSKRQH��������±����±�������������
3ULYDWH�%DJ������ (PDLO���KUF#RVK�QDPLE�FRP�
2VKDNDWL� )D[����������������
1DPLELD

5HI���++������

���1RYHPEHU�����

0U��3�6�6KLYXWH�

0DJLVWUDWH�2I¿FH�

3ULYDWH�%DJ������

2QGDQJZD��1DPLELD

5(���056��+,/,$�-2+$11(6�+$8),.8�$332,170(17�$6�(;(&8725�

0UV��+LOLD�-RKDQQHV�+DX¿NX�LV�D�ZLGRZ���+HU�KXVEDQG�GLHG�RQ����6HSWHPEHU��������+HU�KXVEDQG�KDG�

D�VXEVFULSWLRQ�VKDUH�DFFRXQW�DW�WKH�)LUVW�1DWLRQDO�%DQN��2QGDQJZD�%UDQFK���$IWHU�KLV�SDVVLQJ��0UV��

+DX¿ND��DV�D�OHJDWHH��LQKHULWHG�KLV�DFFRXQW�ZKLFK�ZDV�DFFRUGLQJO\�WUDQVIHUUHG�WR�KHU�RZQ�DFFRXQW�1R��

������������

0UV��+DX¿NX�LV�DEOH�WR�YHULI\�KHU�FODLP�DV�WKH�ULJKWIXO�EHQH¿FLDU\�WRJHWKHU�ZLWK�KHU�VHYHQ�FKLOGUHQ���

6KH�VXEPLWWHG�WKDW�VKH�ZDV�PDUULHG�LQ�FRPPXQLW\�RI�SURSHUW\��D�FODLP�VKH�LV�UHDG\�WR�YHULI\�WKURXJK�

GRFXPHQWDWLRQ�

0UV��+DX¿NX¶V�KXVEDQG�GLHG�LQWHVWDWH���7KHUHIRUH��WKH�SURYLVLRQV�RI�,QWHVWDWH�6XFFHVVLRQ�2UGLQDQFH�

���RI������DSSO\�WR�KHU�FDVH���7KH�UHOHYDQW�SURYLVLRQV�VWDWHV���³,I�D�GHFHDVHG�LV�VXUYLYHG�E\�D�VSRXVH�

DV�ZHOO�DV�GHVFHQGDQWV��WKH�VSRXVH�LQKHULWV�HLWKHU�D�FKLOG¶V�VKDUH�RU�VR�PXFK�RI�WKH�LQWHVWDWH�HVWDWH�DV�

GRHV�QRW�H[FHHG�LQ�WKH�YDOXH�WKH�DPRXQW�¿[HG�E\�WKH�0LQVWHU�RI�-XVWLFH�E\�QRWLFH�LQ�*RYHUQPHQW�

*D]HWWH��ZKLFKHYHU�LV�WKH�ELJJHU�DPRXQW�´

*LYHQ�WKHVH�SURYLVLRQV��,�UHIHU�WKLV�PDWWHU�WR�\RX�WR�DSSRLQW�0UV��+DX¿NL�DV�WKH�H[HFXWRU�RI�WKH�HVWDWH�

VR�DV�WR�DYRLG�D�SRWHQWLDO�FRQÀLFW�EHWZHHQ�WKH�UHODWLYHV�RI�WKH�GHFHDVHG�DQG�WKH�VSRXVH�

6LQFHUHO\�\RXUV��

-RQDV�6KLSLNL

3DUDOHJDO

2QJZHGLYD�3DUDOHJDO�&HQWUH
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MODEL LETTER SHOWING LAYOUT

� � �\RXU�LQIRUPDWLRQ�
� � 1DPLELD�3DUDOHJDO�$VVRFLDWLRQ�

� � *REDELV�2I¿FH������

� � ���+HURHV�/DQH��

� � 3�2��%R[�����

� � *REDELV��1DPLELD

� � 7HOHSKRQH�����������������

� �� (PDLO���KUF#RVK�QDPLE�FRP

� � )D[����������������

�GDWH�
���-DQXDU\�����

�UHIHUHQFH�QXPEHU�
2XU�5HI���������

�1DPH�DQG�DGGUHVV�WR�ZKRP�OHWWHU�LV�EHLQJ�ZULWWHQ�
7KH�0DQDJHU�

7H[�6WRUHV��3W\��/WG

32�%R[�����

*REDELV��1DPLELD

'HDU�6LU���0DGDP

�WRSLF�±�XVXDOO\�WKH�FOLHQW¶V�QDPH�DQG�WKH�W\SH�RI�SUREOHP�
5H��0V�*HUGD�)RUWXLQ��/HDYH�3D\

�LQWURGXFWLRQ�
:H�DUH�ZULWLQJ�WR�\RX�RQ�EHKDOI�RI�0V�*HUGD�)RUWXLQ���6KH�ZDV�HPSOR\HG�E\�\RX�DV�D�FKHFNHU�DW�\RXU�
8SLQJWRQ�EUDQFK�IURP����������XQWLO������������6KH�UHVLJQHG�DIWHU�JLYLQJ�WKH�QHFHVVDU\�QRWLFH���+HU�
ZDJH�ZDV�1�����SHU�ZHHN���0V�)RUWXLQ¶V�ZRUN�QXPEHU�ZDV������+HU�LGHQWLW\�QXPEHU�LV�
��������������

�ZKDW�WKH�SUREOHP�LV�±�VHWWLQJ�RXW�WKH�GHWDLOV�
0V�)RUWXLQ�VD\V�WKDW�ZKHQ�VKH�UHFHLYHG�KHU�¿QDO�SD\�SDFNHW��VKH�ZDV�QRW�SDLG�IRU�OHDYH�RZLQJ�WR�KHU���
6KH�ODVW�WRRN�OHDYH�LQ�6HSWHPEHU������

�ZKDW�WKH�ODZ�VD\V�DQG�DSSO\LQJ�WKH�ODZ�WR�WKH�IDFWV�
,Q�WHUPV�RI�WKH�/DERXU�$FW�RI�������D�ZRUNHU�PD\�UHFHLYH�OHDYH�SD\�FDOFXODWHG�DFFRUGLQJ�WR�WKH�
IROORZLQJ�IRUPXOD���SXW�LQ�WKH�IRUPXOD�DQG�\RXU�FDOFXODWLRQV�
0V�)RUWXLQ�LV�WKHUHIRUH�RZHG���PRQWKV�SUR�UDWD�OHDYH�SD\�

�ZKDW�WKH�SHUVRQ�\RX�DUH�ZULWLQJ�WR�PXVW�GR�
0V�)RUWXLQ�UHTXHVWV�WKDW�\RX�IRUZDUG�WKH�OHDYH�SD\�WKDW�LV�RZHG�WR�KHU�WR�WKH�DERYH�DGGUHVV�ZLWKLQ����
GD\V�RI�\RXU�UHFHLSW�RI�WKLV�OHWWHU���3OHDVH�FRQWDFW�RXU�RI¿FH�LI�\RX�ZRXOG�OLNH�WR�GLVFXVV�WKLV�PDWWHU�
IXUWKHU�

6LQFHUHO\�\RXUV�

�VLJQ�\RXU�OHWWHU�

>3DUDOHJDO¶V�1DPH@

�3DUDOHJDO��*REDELV�2I¿FH�
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6. TELEPHONE CALLS

%HIRUH�\RX�PDNH�D�WHOHSKRQH�FDOO��\RX�PXVW�PDNH�
VXUH�WKDW�\RX�FOHDUO\�XQGHUVWDQG�ZKDW�WKH�SUREOHP�
LV�DQG�ZKDW�\RX�KRSH�WR�JHW�RXW�RI�WKH�WHOHSKRQH�
FDOO��<RX�PXVW�SUHSDUH�\RXUVHOI�SURSHUO\�EHIRUH�
PDNLQJ�WKH�FDOO�

�� �$OZD\V�LQWURGXFH�\RXUVHOI�WR�WKH�RWKHU�SHUVRQ��
7HOO�WKH�SHUVRQ�\RX�DUH�FDOOLQJ�RQ�EHKDOI�RI��
\RXU�FOLHQW�

�� �$OZD\V�ZULWH�GRZQ�WKH�QDPH�RI�WKH�SHUVRQ�WR�
ZKRP�\RX�DUH�VSHDNLQJ�DQG�WKH�GDWH�DQG�WLPH��
RI�WKH�WHOHSKRQH�FDOO�

�� 1HYHU�FKDQJH�WKH�VWRU\�RI�\RXU�FOLHQW��<RX�PXVW�
RQO\�VD\�ZKDW�\RXU�FOLHQW�WROG�\RX��,I�\RX�GRQ¶W�
NQRZ�KRZ�WR�DQVZHU�D�TXHVWLRQ�DVNHG�E\�WKH�
RWKHU�SHUVRQ��VD\�WKDW�\RX�PXVW�VSHDN�WR�\RXU�
FOLHQW�DJDLQ�DQG�WKDW�\RX�ZLOO�WHOHSKRQH�DJDLQ�

�� �%H�SROLWH�EXW�¿UP�DERXW�\RXU�FOLHQW¶V�ULJKWV�DQG�
QHYHU�ORVH�\RXU�WHPSHU�RYHU�WKH�WHOHSKRQH��7U\�
QRW�WR�EHFRPH�LQYROYHG�LQ�DQ�DUJXPHQW�RQ�WKH�
WHOHSKRQH�EHFDXVH�\RX�PLJKW�HQG�XS�VD\LQJ�
WKLQJV�WKDW�FRXOG�KDUP�\RXU�FOLHQW�

�� �7DNH�QRWHV�ZKLOH�\RX�DUH�VSHDNLQJ�RQ�WKH�
WHOHSKRQH��WKHQ�ZULWH�WKHP�GRZQ�LQ�PRUH�GHWDLO�
DV�VRRQ�DV�\RX�KDYH�¿QLVKHG��<RX�PLJKW�KDYH�WR�
UHPHPEHU�WKH�GHWDLOV�ODWHU�

�� �,I�\RX�UHDFK�DQ�DJUHHPHQW�ZLWK�WKH�RWKHU�SHUVRQ��
RU�LI�WKH�RWKHU�SHUVRQ�VD\V�KH�RU�VKH�SURPLVHV��
WR�GR�VRPHWKLQJ��\RX�VKRXOG�FRQ¿UP�ZKDW�\RX�
DJUHHG�LQ�D�IROORZ�XS�OHWWHU�WR�WKDW�SHUVRQ�

7. REPORT WRITING

5HSRUWV�DUH�ZULWWHQ�WR�UHSRUW�EDFN�DERXW�ZKDW��
D�SHUVRQ��RI¿FH��JURXS��RU�FRPPLWWHH�KDV�GRQH��
3DUDOHJDOV�PLJKW�KDYH�WR�ZULWH�UHJXODU�UHSRUWV�RQ�
WKHLU�ZRUN�IRU�WKHLU�PDQDJHPHQW�JURXS��IRU�GRQRUV�
DQG�SDUWQHU�RUJDQLVDWLRQV��RU�IRU�WKH�13$�$QQXDO�
*HQHUDO�0HHWLQJ��5HSRUW�ZULWLQJ�LV�D�YHU\�LPSRU�
WDQW�FRPPXQLFDWLRQ�WRRO�ZKLFK�HQDEOHV�SHRSOH��
WR�VKDUH�LQIRUPDWLRQ�LQ�D�VWUXFWXUHG�ZD\��,W�DOORZV�
HYHU\RQH�WR�EH�NHSW�LQIRUPHG�RQ�ZKDW�LV�JRLQJ�RQ�

5HSRUWV�DUH�DOVR�DQ�LPSRUWDQW�WRRO�IRU�13$�
PHPEHUV�WR�FRPPXQLFDWH�DERXW�ZKDW�WKH\�DUH�
GRLQJ�LQ�WKHLU�FRPPXQLWLHV��
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EXAMPLE OF A PROGRESS REPORT ON ACTIVITIES

*REDELV�5HJLRQDO�3DUDOHJDO�2I¿FH

���,1752'8&7,21

7KLV�SURJUHVV�UHSRUW�LV�EDVHG�RQ�DFWLYLWLHV�XQGHUWDNHQ�IURP�WKH�SHULRG�RI�0DUFK�±�-XQH������DW�WKH�*REDELV�
UHJLRQDO�SDUDOHJDO�RI¿FH��7KHUH�DUH�FXUUHQWO\�WZR�SURJUDPPHV�WKDW�WKH�*REDELV�SDUDOHJDOV�DUH�UXQQLQJ���
����D�FRPSXWHU�OLWHUDF\�SURJUDPPH�DQG�����KXPDQ�ULJKWV�HGXFDWLRQ�SURJUDPPH�ZLWK�FRPPXQLW\�PHPEHUV����
7KH�FRPSXWHU�OLWHUDF\�SURJUDP�LV�D�IXOO�WLPH�DFWLYLW\�DQG�VWXGHQW�HQUROPHQW�LQFUHDVHV�LQ�QXPEHU�RQ�D�GDLO\�EDVLV��
7KH�KXPDQ�ULJKWV�HGXFDWLRQ�SURJUDP�KDV�EHHQ�VOLJKWO\�VWDJQDQW�GXH�WR�OLPLWHG�UHVRXUFHV�DQG�KLJK�GHPDQG�RI�
OHJDO�DVVLVWDQFH�IURP�ORFDO�FRPPXQLWLHV�WKDW�WKH�RI¿FH�FDQQRW�PHHW�GXH�WR�ODFN�RI�ODZ\HUV�ZKR�FDQ�WDNH�RQ�KLJK�
OHYHO�FDVHV�RI�SXEOLF�LQWHUHVW��

���&$6(6�5(3257('

/DERXU�±����FDVHV����UHVROYHG�����UHIHUUHG�WR�GLVWULFW�ODERXU�RI¿FHV����SHQGLQJ

/DQG�'LVSXWHV�±����FDVHV��DOO�SHQGLQJ

'RPHVWLF�9LROHQFH�±���FDVHV��DOO�UHIHUUHG�WR�WKH�:RPHQ�DQG�&KLOG�3URWHFWLRQ�8QLW

���/(*$/�$1'�5,*+76�('8&$7,21�,1)250$7,9(�:25.6+236

:H�KDYH�KHOG�PDQ\�HGXFDWLRQDO�ZRUNVKRSV�ZLWK�FRPPXQLW\�PHPEHUV�LQ�GLIIHUHQW�DUHDV�WKLV�\HDU�

��[�,QIRUPDWLYH�ZRUNVKRSV�RQ�FRQVWLWXWLRQDO�ULJKWV

��[�,QIRUPDWLYH�ZRUNVKRS�RQ�ODQG�ULJKWV

��[�,QIRUPDWLYH�ZRUNVKRSV�RQ�'RPHVWLF�9LROHQFH�$FW

��[�,QIRUPDWLYH�ZRUNVKRS�RQ�0DUULHG�3HUVRQV�(TXDOLW\�$FW

��[�,QIRUPDWLYH�ZRUNVKRS�RQ�0DLQWHQDQFH�$FW

���352-(&7�±�&20387(5�/,7(5$&<�352*5$00(

:H�FXUUHQWO\�KDYH�D�WRWDO�RI����VWXGHQWV�RI�ZKLFK����DUH�IURP�WKH�6DQ�PLQRULW\�JURXS��ZKR�DUH�H[HPSWHG�IURP�
SD\LQJ�WKH�FRXUVH��7KHUH�DUH�D�ODUJH�QXPEHU�RI�VWXGHQWV�ZKR�DUH�ZLOOLQJ�WR�UHJLVWHU��EXW�ZH�FDQQRW�DFFRPPRGDWH�
DOO�VWXGHQW�GHPDQG�GXH�WR�D�OLPLWHG�QXPEHU�RI�FRPSXWHUV�DQG�KXPDQ�UHVRXUFHV��7KH�FRXUVH�UXQV�IRU�WZR�PRQWKV�
IRU�VWXGHQWV�ZLWK�W\SLQJ�VNLOOV�DQG�IRU�WKUHH�PRQWKV�IRU�VWXGHQWV�ZLWKRXW�W\SLQJ�VNLOOV��

6HYHQ�VWXGHQWV�DUH�SD\LQJ�IRU�WKH�FRXUVH��)LYH�VWXGHQWV�DUH�IHPDOH�DQG�WZR�DUH�PDOH���2QH�VWXGHQW�LV�ZRUNLQJ�DW�D�
ORFDO�UHVWDXUDQW��RQH�LV�D�SUH�SULPDU\�WHDFKHU��DQG�DOO�VHYHQ�KDYH�FRPSOHWHG�JUDGH����DQG�DUH�ORRNLQJ�IRU�MREV�

���3$571(56+,36�

:H�DUH�ZRUNLQJ�LQ�SDUWQHUVKLS�ZLWK�WKH�8QLWHG�6WDWHV�ODZ�¿UP�'/$�3LSHU��1HZ�3HULPHWHU�3URJUDP��DQG�WKH�
8QLYHUVLW\�RI�0DU\ODQG�6FKRRO�RI�/DZ��,QWHUQDWLRQDO�DQG�&RPSDUDWLYH�/DZ�&OLQLF���7KH\�DUH�KHOSLQJ�WKH�13$�WR�
UHYLVH�WKH�13$�OHJDO�PDQXDO��ODVW�UHYLVHG�LQ��������7KH\�KDYH�DVNHG�SDUDOHJDOV�LQ�2PDKHNH��DQG�RWKHU�UHJLRQV��
WR�WDNH�D�ORRN�DW�WKHLU�GUDIW�FKDSWHUV�DQG�WR�SURYLGH�IHHGEDFN��7KH\�YLVLWHG�XV�LQ�*REDELV�LQ�$SULO������DQG�ZH�
KDYH�EHHQ�FRPPXQLFDWLQJ�E\�WHOHSKRQH�DQG�HPDLO�VLQFH�WKHLU�YLVLW�

���)8785(�352-(&76�

,Q�WKH�QH[W�\HDU�ZH�SODQ�WR�

��5XQ�.QRZ�<RXU�5LJKWV�HGXFDWLRQDO�ZRUNVKRSV�ZLWK�IDUP�ZRUNHUV�

��'R�DGYRFDF\�ZLWK�WKH�FRPPXQLW\�DERXW�LQFUHDVLQJ�DFFHVV�WR�ZDWHU�LQ�WKH�VHWWOHPHQWV

��,QLWLDWH�D�SDUWQHUVKLS�ZLWK�WKH�1DPLELD�/LWHUDF\�7UXVW�WR�ZRUN�WRJHWKHU�RQ�WKH�&RPSXWHU�
���/LWHUDF\�3URJUDPPH��

���&/26,1*�5(0$5.6

,�ZRXOG�OLNH�WR�WKDQN�WKH�FRPPLWWHH�DQG�13$�YROXQWHHUV�IRU�DOO�WKHLU�KDUG�ZRUN�
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This reference manual is intended to act as a guide to paralegals (Namibia’s 
community educator/advocates) and other people and organisations that 
provide advice regarding Namibians’ legal, civil, and human rights. The manual 
draws on the extensive experience of the community-based paralegals who, 
since 1998, have been serving their communities on a volunteer basis working 
under the auspices of the Namibia Paralegal Association (NPA). These 
paralegals assist Namibians with the challenges they face in their everyday lives. 

The manual was written and designed by a team of lawyers and law students 
working in collaboration with the NPA, with a view toward enriching the 
reader’s understanding of cer tain areas of law, the kinds of challenges that 
people face in trying to advocate for their rights, and the strategies that can  
be used to address them. The manual is designed to help paralegals and other 
readers find answers to some of the most pressing social and economic 
problems facing Namibians today. The manual includes chapters dedicated  
to specific areas of the law and forms that can be reproduced for use in 
addressing specific problems. 
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