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First-meeting card
First send the names needed for a conflict check. Confirm the meeting fee and secure channel before sharing sensitive documents.
Write down who the client is: the company, the founder personally or another person. Their interests can differ.
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].
Client and other parties
____________________________________________________________
Decision and deadline
____________________________________________________________
Relevant places, law and forum
____________________________________________________________
Evidence available and missing
____________________________________________________________
Lead adviser and local adviser
____________________________________________________________
First deliverable, fee, tax and cap
____________________________________________________________
Who owns the deadline and next step
____________________________________________________________


3 · Prepare the first meeting
Who will do and supervise the work? Which law and forum can you cover? Who would handle the other market?
Can you describe a similar matter without naming the client? Which fact or document changed the advice?
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.
After the call, record the agreed scope, exclusions, deadline owner, budget and next action in writing.
Independent contact check
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.
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.
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