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Designed to be used as its own “matter”. Record PII Claims and circumstances in osprey, recording
related matter details, parties and details of the purported error and losses. Record findings of your
investigations and details of any settlements. Reports allow COLP/COFA and senior management to
monitor claims and being able to report by date allows for easier completion of PI renewals and
accreditations.
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Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{ 
MERGEFIELD matter_no } 
 
Your Ref: 
 
{ QUOTE { DATE \@ "d MMMM yyyy"} } 
 
 
 
{ MERGEFIELD PII_CLAIM_DET_PII_CLAIMANT_title } { MERGEFIELD 
PII_CLAIM_DET_PII_CLAIMANT_initials } { MERGEFIELD 
PII_CLAIM_DET_PII_CLAIMANT_surname } 
{ MERGEFIELD PII_CLAIM_DET_PII_CLAIMANT_address } 
 
 
Dear { MERGEFIELD PII_CLAIM_DET_PII_CLAIMANT_title } { MERGEFIELD 
PII_CLAIM_DET_PII_CLAIMANT_surname } 
 
Re: { MERGEFIELD MATTER_MATTER_DESCRIPTION }  
 
 
 
Yours sincerely 
 
 
 
 
{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION } 
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER } 
 

 
 
 
 
 
 
 
 
 



Letter to Insurers solicitors 
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Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{ 
MERGEFIELD matter_no } 
 
Your Ref: { MERGEFIELD PII_INSURER_PII_INS_SOL_REF } 
 
{ QUOTE { DATE \@ "d MMMM yyyy"} } 
 
 
 
{ IF { MERGEFIELD PII_INSURER_PII_INS_SOL_CON_surname } = "" "{ MERGEFIELD 
PII_INSURER_PII_INS_SOLS_name } 
{ MERGEFIELD PII_INSURER_PII_INS_SOLS_address }" "{ MERGEFIELD 
PII_INSURER_PII_INS_SOL_CON_title } { MERGEFIELD 
PII_INSURER_PII_INS_SOL_CON_initials } { MERGEFIELD 
PII_INSURER_PII_INS_SOL_CON_surname } 
{ MERGEFIELD PII_INSURER_PII_INS_SOL_CON_compname } 
{ MERGEFIELD PII_INSURER_PII_INS_SOL_CON_address } 
 } 
 
 
Dear { IF { MERGEFIELD PII_INSURER_PII_INS_SOL_CON_surname } = "" "Sirs" "{ 
MERGEFIELD PII_INSURER_PII_INS_SOL_CON_title } { MERGEFIELD 
PII_INSURER_PII_INS_SOL_CON_surname }" } 
 
Re: { MERGEFIELD PII_CLAIM_DET_PII_CLAIMANT_forename } { 

MERGEFIELD PII_CLAIM_DET_PII_CLAIMANT_surname } - { 
MERGEFIELD PII_INSURER_PII_INS_SOL_REF } 

 
 
 
Yours { IF { MERGEFIELD PII_INSURER_PII_INS_SOL_CON_surname } = "" "faithfully" 
"Sincerely" } 
 
 
 
 
{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION } 
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER } 
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Our Ref: { MERGEFIELD MATTER_FEE_EARNER_ID }/{ MERGEFIELD client_no }/{ 
MERGEFIELD matter_no } 
 
Your Ref: { MERGEFIELD PII_INSURER_PII_INS_SOL_REF } 
 
{ QUOTE { DATE \@ "d MMMM yyyy"} } 
 
 
 
{ IF { MERGEFIELD PII_INSURER_PII_INS_SOL_CON_surname } = "" "{ MERGEFIELD 
PII_INSURER_PII_INS_SOLS_name } 
{ MERGEFIELD PII_INSURER_PII_INS_SOLS_address }" "{ MERGEFIELD 
PII_INSURER_PII_INS_SOL_CON_title } { MERGEFIELD 
PII_INSURER_PII_INS_SOL_CON_initials } { MERGEFIELD 
PII_INSURER_PII_INS_SOL_CON_surname } 
{ MERGEFIELD PII_INSURER_PII_INS_SOL_CON_compname } 
{ MERGEFIELD PII_INSURER_PII_INS_SOL_CON_address } 
 } 
 
 
Dear { IF { MERGEFIELD PII_INSURER_PII_INS_SOL_CON_surname } = "" "Sirs" "{ 
MERGEFIELD PII_INSURER_PII_INS_SOL_CON_title } { MERGEFIELD 
PII_INSURER_PII_INS_SOL_CON_surname }" } 
 
Re: { MERGEFIELD PII_CLAIM_DET_PII_CLAIMANT_forename } { 

MERGEFIELD PII_CLAIM_DET_PII_CLAIMANT_surname } - { 
MERGEFIELD PII_INSURER_PII_INS_SOL_REF } 

 
 
 
Yours { IF { MERGEFIELD PII_INSURER_PII_INS_SOL_CON_surname } = "" "faithfully" 
"Sincerely" } 
 
 
 
 
{ MERGEFIELD CALCULATION_FEE_EARNER_DESCRIPTION } 
{ MERGEFIELD PRACTICEINFO_PRACTICE_NAME\*UPPER } 
 

 
 
 
 
 
 
 
 
 


