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First-meeting card
首次会面卡
First send the names needed for a conflict check. Confirm the meeting fee and secure channel before sharing sensitive documents.
先提供利益冲突审查所需的当事人名称。确认初谈费用及安全渠道后，再分享敏感文件。
Write down who the client is: the company, the founder personally or another person. Their interests can differ.
写明委托人是公司、创办人本人还是另一方；各方利益可能不同。
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].
我们是［公司］，要在［日期、时间及时区］前决定［行动］。涉及［地区］，已有［文件］，目前最不确定的是［问题］。
Client and other parties
委托人及其他当事人
____________________________________________________________
Decision and deadline
要作的决定及期限
____________________________________________________________
Relevant places, law and forum
涉及地区、法律及法院
____________________________________________________________
Evidence available and missing
已有及缺少的证据
____________________________________________________________
Lead adviser and local adviser
主责律师及当地律师
____________________________________________________________
First deliverable, fee, tax and cap
首次交付、费用、税费及上限
____________________________________________________________
Who owns the deadline and next step
谁负责期限及下一步
____________________________________________________________
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Who will do and supervise the work? Which law and forum can you cover? Who would handle the other market?
谁实际承办、由谁监督？你能处理哪地法律及哪个法院的程序？另一市场由谁负责？
Can you describe a similar matter without naming the client? Which fact or document changed the advice?
能否不透露客户身份，说明一宗相似事项？哪项事实或文件改变了当时的建议？
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.
第一阶段何时交付什么，费用多少？请列明税费、外聘律师费、预算上限及额外工作的批准方式。
After the call, record the agreed scope, exclusions, deadline owner, budget and next action in writing.
会后用书面记下委托范围、排除事项、谁负责期限、预算及下一步。
Independent contact check
独立核对联系方式
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.
若来信或付款要求可疑，使用独立取得的电话号码致电律所，核对姓名、律所及域名。即使名册上确有此人，来信者仍可能是假冒者。
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.
用同一份摘要与两位候选人交谈。具体答复会指出相似事项、缺少的证据、各地由谁负责，以及作出初步判断的费用。
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