
 

 

Client Expectations Document 

I understand that choosing an attorney is an important decision and I am honored that you have chosen to begin a relationship 

with me and my firm. Thank you for your trust! 

 

Successful relationships are built on a clear understanding of expectations and responsibilities. To avoid misunderstandings 

between us, this letter outlines and confirms the basic parameters of our relationship. If you have any specific questions or 

concerns or want clarification on any detail, please call my office for a personal conversation. Again, thank you for your 

confidence and I look forward to working with you. 

 

Our Commitment to you: 

integrity, diligence and zeal. 

 services. 

 interest. 

 confidentiality of all client information. 

 it and take immediate steps 

to rectify the situation. 

 

return phone calls and emails promptly. 

Ongoing Service: 

-annually and Quarterly 

-annually and Quarterly 

-monthly Client Alerts provided by email 

Communication: 

 & Email 

o Most communication will be delivered electronically via email. 

o Calls and emails from clients will be returned within 24 hours. 

o Regular office hours are 9:00 AM - 5:00 PM. 

o Our office will be closed on Holidays. 

 

o Paperless statement is available and encouraged. There is a $2.95 surcharge for paper statement delivery. 

o Statements are sent quarterly and may be sent more frequently if there is activity in the account. 

 

o Review meetings are typically scheduled at the office, Tuesday-Thursday between 9:00 AM and 5:00 PM. We 

will track your review schedule and contact you via email or phone approximately one month ahead to set an 

appointment. You may, of course, request a special meeting at any time by calling the office or emailing us. 



 

 

o Our policy is to contact you via phone and email 2 times to schedule an appointment. If we don’t hear back 

from you, we will adjust the schedule to contact you for your next scheduled meeting. 

Attorney Expectations of Clients: 

lients will provide us with data and information in a timely manner. 

 

 

. 

 

 

 

Attorneys and Staff with dignity and respect. 

 understand that some clerical tasks are handled by staff and not by the attorney. 

Methods to Receive Your Money 

 

 

 

 request for a 3rd party check may 

take longer to process). 

 

Fees 

 

 

 fee arrangement, as agreed, will be a one time or a flat fee in the amount of _________ . 

recovery.  

ated to be approximately _____% 

 

Staff and Resources 

The members of our firm and supporting organizations who will work for you are: 

Attorney 

Assistants  

 

  



 

 

Client Expectations Document Acknowledgement 

 

I have read and understand this document. 

____________ ____________ 

Client Initials Date 

________________________________ 

Printed Name 

 

 

I have read and understand this document. 

____________ ____________ 

Client Initials Date 

________________________________ 

Printed Name 


