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Lawyer provides informaƟon about unbundling on web-

site / in brochures including iniƟal consultaƟon checklist 

Lawyer’s staff receive request and make appointment for 

Client’s iniƟal consultaƟon (phone or in person); 

Lawyer’s staff reminds Client to review and complete 

“what to bring to iniƟal consultaƟon” checklist 

Lawyer meets with Client for iniƟal consultaƟon. Reviews 

completed checklist and discusses opƟons for unbundling  

Lawyer and Client review draŌ retainer leƩer. 

Client selects unbundling opƟon (which type) 

and which billing/payment approach.   

Lawyer recommends / Client 

selects full representaƟon 

model 

Lawyer and Client review Schedule A list of 

tasks/issues and designate responsibiliƟes – 

Ɵcking off and signing list. 

Lawyer finalizes retainer leƩer and sends to 

client for review and signature 

Lawyer issues invoice for 

iniƟal consult; receives 

payment; closes file 

Lawyer considers whether Client/maƩer  

appropriate for unbundled service 

IniƟal consultaƟon only? Lawyer provides iniƟal 

consultaƟon informaƟon 

and advice 

No 

Yes 

No 

Yes 
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Client reviews, signs and returns 

retainer leƩer 

Lawyer performs agreed services; 

Client performs agreed tasks 

Lawyer considers: On or off record?  

If on record how to withdraw at 

conclusion of agreed tasks? 

Lawyer reports to Client and  

issues invoice; receives payment; 

closes file 

Client needs addiƟonal / different 

services outside iniƟal list 

Return to the top and start over 

Lawyer advises staff of unbundled arrangement 

for this Client 

With Client consent, lawyer advises opposing 

lawyer(s) if any 

Lawyer considers if and how to  

advise court, refer to rule  

3.2-1-1 [3] 

Does retainer involve court  

appearance or representaƟon? 

No 

Yes 
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