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First-meeting card
Cerdyn y cyfarfod cyntaf
First send the names needed for a conflict check. Confirm the meeting fee and secure channel before sharing sensitive documents.
Anfonwch yr enwau sydd eu hangen i wirio gwrthdaro buddiannau yn gyntaf. Cadarnhewch gost y cyfarfod a sianel ddiogel cyn rhannu dogfennau sensitif.
Write down who the client is: the company, the founder personally or another person. Their interests can differ.
Nodwch pwy yw’r cleient: y cwmni, y sylfaenydd yn bersonol neu rywun arall. Gall eu buddiannau fod yn wahanol.
Our company is [company]. We need to decide [action] by [date, time, zone]. The places involved are [places]. We have [documents]. The main gap is [unknown].
Ein cwmni yw [cwmni]. Mae angen penderfynu ar [cam] erbyn [dyddiad, amser, parth amser]. Y lleoedd dan sylw yw [lleoedd]. Mae gennym [dogfennau]. Y prif fwlch yw [cwestiwn].
Client and other parties
Cleient a phartïon eraill
____________________________________________________________
Decision and deadline
Penderfyniad a dyddiad cau
____________________________________________________________
Relevant places, law and forum
Lleoedd, cyfraith a llys
____________________________________________________________
Evidence available and missing
Tystiolaeth sydd ar gael ac ar goll
____________________________________________________________
Lead adviser and local adviser
Prif gynghorydd a chynghorydd lleol
____________________________________________________________
First deliverable, fee, tax and cap
Canlyniad cyntaf, ffi, treth ac uchafswm
____________________________________________________________
Who owns the deadline and next step
Person cyfrifol am y dyddiad cau a’r cam nesaf
____________________________________________________________


3 · Prepare the first meeting
3 · Paratoi’r cyfarfod cyntaf
Who will do and supervise the work? Which law and forum can you cover? Who would handle the other market?
Pwy fydd yn gwneud ac yn goruchwylio’r gwaith? Pa gyfraith a pha lys allwch chi eu cwmpasu? Pwy fydd yn delio â’r farchnad arall?
Can you describe a similar matter without naming the client? Which fact or document changed the advice?
Allwch chi ddisgrifio mater tebyg heb enwi’r cleient? Pa ffaith neu ddogfen newidiodd eich cyngor?
What will we receive after the first stage, by when and at what cost? Specify taxes, external counsel, spending limits and approval for extra work.
Beth a gawn ar ôl y cam cyntaf, pryd ac am ba bris? Eglurwch drethi, cyngor allanol, terfyn gwariant a chymeradwyo gwaith ychwanegol.
After the call, record the agreed scope, exclusions, deadline owner, budget and next action in writing.
Cofnodwch y cwmpas, yr eithriadau, y sawl sy’n gyfrifol am y terfyn amser, y gyllideb a’r cam nesaf yn ysgrifenedig.
Independent contact check
Gwirio’r cyswllt yn annibynnol
If an email or payment request looks unusual, call the practice on a number obtained independently. Compare the person, firm and domain. A real registration can be impersonated.
Os yw ebost neu gais am daliad yn anarferol, ffoniwch y cwmni ar rif a gafwyd ar wahân. Cymharwch yr unigolyn, y cwmni a’r parth. Gall rhywun gamddefnyddio cofrestriad dilys.
Compare two candidates on the same brief. A useful answer names a similar task, the missing evidence, who owns each jurisdiction and what it will cost to reach the first decision.
Rhowch yr un crynodeb i ddau ymgeisydd. Mae ateb penodol yn enwi gwaith tebyg, y dystiolaeth sydd ar goll, pwy sy’n gyfrifol ym mhob awdurdodaeth a chost y penderfyniad cyntaf.
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