TOTO-REX   /   FIELD NOTES   ·   005
First-meeting card
Cairt na ciad choinneimh
First send the names needed for a conflict check. Confirm the meeting fee and secure channel before sharing sensitive documents.
Cuir ainmean nam pàrtaidhean an toiseach gus còmhstri chom-pàirtean a sgrùdadh. Dearbhaich cosgais na coinneimh agus sianal tèarainte mus roinn thu sgrìobhainnean mothachail.
Write down who the client is: the company, the founder personally or another person. Their interests can differ.
Sgrìobh cò an cliant: a’ chompanaidh, an stèidheadair gu pearsanta no neach eile. Faodaidh na h-ùidhean aca a bhith eadar-dhealaichte.
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].
Is sinne [companaidh]. Feumaidh sinn co-dhùnadh mu [gnìomh] ro [cheann-latha, uair, sòn-ùine]. Tha [àiteachan] an sàs. Tha [sgrìobhainnean] againn. Is e [ceist] am prìomh bheàrn.
Client and other parties
An cliant agus pàrtaidhean eile
____________________________________________________________
Decision and deadline
Co-dhùnadh agus ceann-latha
____________________________________________________________
Relevant places, law and forum
Àiteachan, lagh agus cùirt
____________________________________________________________
Evidence available and missing
Fianais ri làimh agus a dhìth
____________________________________________________________
Lead adviser and local adviser
Prìomh chomhairliche agus comhairliche ionadail
____________________________________________________________
First deliverable, fee, tax and cap
Toradh tùsail, cosgais, cìs agus crìoch
____________________________________________________________
Who owns the deadline and next step
Neach le uallach airson na h-ùine agus an ath cheum
____________________________________________________________


3 · Prepare the first meeting
3 · Ullaich a’ chiad choinneamh
Who will do and supervise the work? Which law and forum can you cover? Who would handle the other market?
Cò a nì agus a stiùireas an obair? Dè an lagh agus a’ chùirt air an toir sibh comhairle? Cò a dhèiligeas ris a’ mhargaidh eile?
Can you describe a similar matter without naming the client? Which fact or document changed the advice?
An urrainn dhuibh cùis coltach a mhìneachadh gun ainm a’ chliant? Dè an fhìrinn no an sgrìobhainn a dh’atharraich a’ chomhairle?
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.
Dè gheibh sinn aig deireadh na ciad ìre, cuin agus dè a’ chosgais? Sònraichibh cìsean, comhairle bhon taobh a-muigh, crìoch chosgaisean agus aonta airson obair a bharrachd.
After the call, record the agreed scope, exclusions, deadline owner, budget and next action in writing.
Cuiribh an raon aontaichte, na nithean air an dùnadh a-mach, an neach le uallach airson cinn-latha, am buidseat agus an ath cheum ann an sgrìobhadh.
Independent contact check
Dearbhaich am fiosrachadh-conaltraidh gu neo-eisimeileach
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.
Ma tha post-d no iarrtas pàighidh annasach ann, cuir fòn chun oifis air àireamh a fhuair thu air leth. Dèan coimeas eadar ainm, companaidh agus àrainn-lìn. Gabhaidh fìor chlàradh a chleachdadh airson foill.
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.
Thoir an aon gheàrr-chunntas do dhithis thagraichean. Ainmichidh freagairt mhath obair choltach, fianais a tha a dhìth, an neach le uallach anns gach àite agus cosgais a’ chiad cho-dhùnaidh.
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