The Best Preparation for the Future is

Preparation Today!

The Essential Office Procedures Manual course
- 6 CPD hours

Are you responsible for quality, risk management and compliance in general?
Don’t jeopardise your firm’s reputation by being out-of-date or non-compliant.

This course will provide you with the framework to ensure professional compliance for
your firm.

The course can be taken as a full day or two half-days and is broken down into two

sessions:

* Laying the foundations - giving you a full understanding of why you need a Manual
and making a start on initial content

* Policies and procedures - taking you through the remaining content allowing you to
reassess your policies and procedures post Code of Conduct

Full day Half day

£210 + VAT (Members) £120 + VAT (Members) P
£420 + VAT (Non-Members) £240 + VAT (Non-Members) -
PROFESSIONAL EDUCATION




In conjunction with this, we run five other highly relevant courses:

/File Auditing - 2 CPD hours \
£95 + VAT (Members), £160 + VAT (Non-Members)

This two hour course will give you a greater understanding of:
* The practice rules relating to supervision and risk
* Benefits of file auditing and how to successfully implement a file audit strategy

\° How to develop a relevant file audit for your firm /

(Solicitors Compliance Update - SRA & Money Laundering - 6 CPD hours \
£210 + VAT (Members), £420 + VAT (Non-Members)

This course will address changes and issues in the increasingly important world of solicitors’ compliance.
* Solicitors Code of Conduct - latest issues and changes and money laundering update

* Recent court decisions affecting solicitors practice

* Financial services regulation - how to avoid accidental criminal offences

\° Initial impact of the Legal Services Act and recent SDT decisions

/

/Managing the Client Relationship - 6 CPD hours \
£210 + VAT (Members), £420 + VAT (Non-Members)

Managing the relationship with both new and existing clients is essential. This course will help you identify:
* The types of client relationships and how to build relationships with key stakeholders
* How to build rapport, trust and the appropriate tone

\' How to resolve conflict, manage emotions and expectations effectively /

/Managing to Survive - Can Lexcel Help You Excel? - 2 CPD hours \
£95 + VAT (Members), £160 + VAT (Non-Members)

Do you have effective management control systems in place? This two hour course will cover:
* Management and being a lawyer
* Lexcel and how it can help

k. Standards of a well managed law firm Y,

/Planning for a PSU Visit - 2 CPD hours \
£95 + VAT (Members), £160 + VAT (Non-Members)

The SRA will visit every law firm in England and Wales as part of its regulatory function. This course
highlights how the PSU prepares for its visits and how best to prepare for the event.

* How the SRA monitors firms

* Key areas of scrutiny

k. How to make the most of the visit /

12 Hour Package 24 Hour Package
£375 + VAT (Members) £750 + VAT (Members)
£750 + VAT (Non-Members) £1,500 + VAT (Non-Members)

0845 226 2422, enquiries@bpp.com or www.bpp.com/pd




