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Introduction N\
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* Pivotal moment in the
client intake process

THE L AW FIRM © First direct interaction

MANAGEMENT ACADEMY with a potential new

BUILDING PROFITABLE LAW PRACTICES Client

e Sets the stage for a
strong attorney-client
relationship

* Opportunity to convince
the PNC to hire the firm




Purpose of the Initial Intake
Meeting

—

Gather crucial Evaluate the viability Establish Build trust and set
information of the client's case communication realistic
channels expectations
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Structure of the Initi
Intake Meeting
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Introduction ah

Rapport Building \

laiigeleitie=s  Introduce yourself and the firm
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Pl=iieii-. Demonstrate empathy and understanding

Listen Listen attentively to the client's concerns




Gathering Basic Information

contact adetalis




Fact-Finding and
Case Overview

Allow client to narrate

BUILDING PROFITABLE LAW PRACTICES Encourage chronological
account of events

-

Collect supporting
documentation

'

Take detailed notes for
accuracy




Assessing
Legal Issues
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BUILDING PROFITABLE LAW PRACTICES information for the case possible relevant laws
legal issues defenses and regulations




Conflict of Interest Check

Conduct | Conduct conflict of interest search

Ensure | Ensure no ethical or legal conflicts

Maintain Maintain professional integrity

Avoid potential disputes




Addressing Client
Questions and
Concerns

Provide opportunity Clarify legal terms
for questions and processes
Manage .
e g . Establish open
] expectations about ..
. . communication
timelines and costs
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Retainer Agreement
and Fee Structure

Discuss

Explain

Clarify billing cycles and additional
costs

Clarify

Ensure client understands financial
Ensure B
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Next Steps

' Provide general
_ timeline
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Essential Information

Personal and contact
information

Case details and
supporting
documents

Relevant dates,
locations, and
individuals

Previous legal actions
or ongoing lawsuits
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Conclusion
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—
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Thank You

* Thank you for your attention.
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