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Practice Resource

Retainer agreement and information

Personal injury contingent fee
Dear [client name|:

Re:  Accident of [date of acciden]

Thank you for askmg my law firm 1o belp you with your claim against [aame of defendant]. |
enpoved mecting you, and | lsope that togetber we wall achieve o goodd result,

You told me that you were injured im this accsdent on [date of accident ). This date is very

important becanse we must start your law szt within two years of it. Please tell us immeduately of

this daie is ineoaTect

Twao important documents enclosed

1 enclose too important documents with this letter:
1. Contract for Legal Servieces and Foes {bwo copies)
= Stcps in 8 Lavwwust

Mlease read the Corfraet for Legad Services and Fees carcfally, 11 details the work my firm wall
do and the fees we will charge based on the discussions we had ot our mecting. If you are
satisficd wath the contract, phease sign and date one copy and return i to s 0 that [ can begm

work for you

Srepes in o Lonesuir explains the basic steps most Lawsaits po through as well as some begal terms.
I wall kel you about spocific developments that oocur as vour case progresacs, and discuss with
you any significant decisions you musd make

Heturning ketters and phone calls

I try to retumn all welephone calls the same day they are received. I 1'm in coun or unable 1o call
youi, my socretary will retum your call. Odien vou can get the information you need by asking to
speak directly with [hmher],

Letiers ase sometimaes a betier way 1o communicate thas elephbone calls. Whenever vou lave
impodtant information o give us that 15 pod urgent, put it in a leter of you can. | will do the same
for you

Lipsdated Fung 200G i

Commission Agreement

Thas Commission Agrecment (this ® Agreemend™) is made eifective as of . by
and betwean Lol

anad Lol

F_

Ir'

__isengaged inthe busmess of | o
will premarily perform :heph dul-q-u h I’:nIEm mg m-nlﬁm

el R u P
- A i

desires 10 have the servibes of ' ™

iswillingwbe employedhy K N

¥
£

Therelose, the partics agree as follows:

1. EMPLOY MENT. shallemploy S % Fasan)

following services: : i

ghall provideto % S the

’ L .__." l.' | F
accepts amd lmﬁ ‘.lgm:h tnq:ﬁh}-wnl :ﬂd agrees to be subject lnlhl:

general supervision, advice and tiecctmof | S and

supervisory personnel, | shall alies pufnm{l:l such other duties as are
customanly performed by l'iicmr-l-nc-. in dﬂl‘l‘llll.l’ position, and (1) such other and uarelated
services amd ¢J.|HH ::m:.rbc u.ugml tis

___ Trom time to time by

e
.

X BFS‘I‘ EFFORTS OF E \I.I"t.m"EL agrecs to perform fahiully,
uguanh,"nuih ﬂf'q,:n of '. ‘s abilaty, expencnce, and talenis, all of the
ﬂl.ll:lr:i that maibe required by the ﬂ{rmuﬂ emplicit terms of this Agreement. to the neasonable
m.rmm of ™ y . Such duiics shall be provided ot such place(s) as the needs,

husm;.um“mm:ﬂnn#] iy 5, nay requare from time 1o ime.

LooM FEH“A*H&\ OF LHPIDYEE As compensation for the services provided by

. underthis Agreement, will pary
«up an nial salary ﬂ[!ﬂﬂ]pﬂj‘ﬂﬂt1nimﬂlﬂct with

s tisual payroll procaduses. Upon sermination of this Agreement, paymens

under this paragraph shall cease; provided, bowever, that shall be entitled
mmmﬁ:pnmdswpmnl periods that oocurred prioe 1o the date of temanation and for

has not vet boen paid, and for any commission camed in accordance
s customary procedures, if applicable. Accnued vacation will be paid

This @ Bochon llamw yew com o ol
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RETAINER AGREEMENT

Parties

This Agreement (“Agreement”) 15 made between Creative Office Services (“COS8™)
(“Chent’).

Services

As of the effective date of this Agreement, COS will be available to provide and
following services to Client:

Monthly Retainer Discounis
Ceneral non-retamer rates are as follows:

865 per hour: Bookkeeping, copvediting, database design, full admimistrative
design, statistical and mathematical projects, document design,
software traiming. research

Chient understands that the following are the discounts provided to COS clients

Retainer Agreement Hours per Month Discount Relative to General Rates
< 5 hours £% discount
5-4 hours | 2% discount
10-19 hours | 5% discount
20-29 hours 25% discount
30-39 hours 33% discount
40+ hours Individually negotiated

Payment

On the effective date of this Agreement, Client will pay an initial retainer fee,
per hour for hours of work per month for the pro-rated penod ol
2009, Chient understands that the rate of $ per hour 15 a discounted rate offered
chents for services that COS would normally ball at % per hour. (See Monthly
Discounts above. )

CONSULTING SERVICES

Sorvices

The professianal enviconmental consulting services 1o be provided by the Consultant for the
Project are sel forth in Article 2 and such services, in cluding subsequent services, changed,
aflered of ackiional services are herenafier called the “Services”

‘Standard of Caro.

The Consultant shall perform the services under this agreement with that degree of care,
skill and diligence generally accepted as typical of the industry in the performance of such
services as contemplated by the Agreement al the lime such services are rendered. The
Consuttant shall employ only competent staff who wil be under the supervision of a senior
member of the Consultant’s staff

Rights of Entry, Permits, Site Information and Utilities

‘The Client shall obtain all necessary permits and licenses and provide right of entry for the

‘Such information shall be and remain confidential as between the Cliant and the Consultant
‘any third party unles; red by law.

Satoty
[Where the field work invalves “construction” (earth moving, excavating, dgging. boring,
driling, etc) as per the Occupational Heakh and Safety Act. R.S.O. 1990, c.O.1, the
“constructor is responsible for en: rker s with the OHSA and the
reguiations. H the Consutant is acting as the “construetor” for the project, use this wording
“In respect of the Services, the Consullant shall Fulfil the role of “constructor” for the
purposes of the Occupational Heaith and Salety Act, R.S.0. 1990, ¢.0.1, as amended. The
Consultant shall submit any required notice of project and registration form to the applicable
for all

governmental authority. The Cansulant shall have complete and sole responsibity f
Pealth and safety matiers regarding the project.”

[Where the Consulant is not “supervising” any fiek! work in the context of the Occupstional
Health and Ssfety Act. R.S.0. 1890, c.0.1, and is only averseeing quaity control on the
project, use this wording

Medical retainership agreement template.

Expenses,” we will have a choice of three statements that we can choose from to document how these Parties expect expenses to be handled. If this amount is “Refundable” check the first box in this statement or if this amount is “Non-Refundable” mark the next checkbox. If no retainer is needed for the Professional to begin working then, mark the
“Not Required to Pay A Retainer...” checkbox. Step 6 - Address Any Expenses Required For The Project We will be expected to discuss the expenses the project(s) or task(s) may entail Regardless if we anticipate any or not the stance held by the Professional and the Client on this responsibility should be solidified. Governing Law.” Step 9 - Include
All Agreed-Upon Obligations The twenty-third article of this agreement, bearing the label “XXII. Each of these is a request for information that you are expected to fulfill by directly typing in the needed content. By Type (12) A retainer acts as a non-refundable deposit for future service from an attorney, accountant, or other professional. It should be
understood by the very nature of a contract that any material defining provisions or agreements will only be considered enforceable if they are presented to both parties as part of the contract’s contents. For this goal, you will need to select one of four checkbox choices from this article to include this information so it may apply in the future. Should
this be the most accurate description of how this agreement should end successfully then, mark the third statement’s checkbox. This is common with companies that seek constant advice from accountants, attorneys, or other professionals where their services are needed on a continued basis. Payment.” To successfully provide this definition, you will
need to read through the statements provided here, decide which best applies, then, mark the corresponding checkbox to its left. For example, a Tax Attorney has reached a favorable settlement quickly to satisfy a violation on behalf of his or her Client and may thus be entitled to additional payment or a property sale has been facilitated by a Realtor
with exemplary results. Additional Terms And Conditions” allows any additional provisions to be included. Unlike the previous checklist, however, you may choose as many of these items that both Parties agree to apply to this document. If this is such a case, then the “Other” option has been supplied. Since the Professional being hired here will be
obligated to provide a specific service, we will begin the next set of topics with the section “II. How Retainer Agreements Work Setting up a retainer agreement begins with a client seeking the services of someone else in exchange for payment. Term,” you will be presented with a request for information and a series of checkbox statements. The text
links (“Adobe PDF,” “Microsoft Word (.Docx),” “Open Document text (.ODT)”) located under the image will enable you to do so. It’s used to ensure the individual providing the service is paid. Example: A client pays a retainer of 10 hours of accounting services every month whether or not they use them. Additionally, he or she must enter the current
calendar date immediately after signing and printing his or her name on the “Date” and “Print Name” lines respectively The Client in this contract will also need to formally declare the intention of adhering to its contents. A retainer can be set up as a one (1) time payment or for a recurring period. Sample: Retainer Agreement Download: Adobe
PDF, MS Word, OpenDocument How to Write a Retainer Agreement Download: Adobe PDF, Microsoft Word (.docx), Open Document Text (.odt) Step 1 - Acquire Your Copy Of The Retainer Template From This Page The agreement necessary to set up an employment arrangement with a retainer included is a downloadable item you can save as a PDF,
Word or ODT file. Fill in this information if this choice applies. If none of these statements can accurately describe what the Professional will be paid or if another method will contribute to the Professional’s paycheck then, mark the fourth checkbox (“Other”). Seek out the first available blank space following the label “Service Provider” then use it to
display the name of the Professional or Business that will make its services available to a specific party. The Service Provider’s street address, city, and state of business are all called for as well. If marking this checkbox, you are required to enter the dollar amount that must be paid upon the successful “Completion Of Services.” The pay rate the
Professional is entitled to for successfully upholding this contract can also include a calculated commission, however, for this to be the case during as a result of this contract then, select the third checkbox. If so then check the box that corresponds to the statement “...Client Receiving An Invoice From The Service Provider.” If the payment submitted
will follow another set of rules or an additional method(s) will be used then mark the last checkbox (“Other”), where a blank line is presented with the document’s expectation that you give an appropriate description to the manner in which the Professional or Service Provider will be paid. There is commonly a non-refundable payment that can be used
to pay for services. It is common in a retainer agreement for a clause to read: “no work may begin until the retainer has been paid, in-full, by the client” Therefore, the client is best served to make payment as soon as possible after an agreement is signed. Several areas of this retainer will be populated with empty lines or blank spaces. Begin by
entering the mailing address of the Client on the line labeled “Client’s Address.” The next line, “Service Provider’s Address,” has been reserved for the full mailing address of the Professional or Service Provider Company being hired through this document’s execution. Contingency” label will enable you to discuss additional payments the Client may
set in place upon the Professional’s ability to perform or the successful completion of a goal. Locate the seventh article “VII. A contingency fee is an amount of money that is only paid if certain parameters are met. The first blank space here will need the exact percentage defining the commission that will be paid to the Professional while the second
space expects the base entered. In “VIII. The first statement in this list will declare that a predetermined calendar date will automatically terminate this agreement once it is reached. 1.) Pay for Work A 1-time payment used as an advance payment for future services. Thus, if the Professional will be paid an hourly wage while working then, select the
first checkbox and record the exact amount of money that the Client will pay the Professional for every hour of work. The second statement in this list will state that the Client will pay the Professional for every project or job that he or she has completed. Therefore, the blank lines in this section will allow the presentation of any additional material.
Step 10 - The Professional And The Client Require Signature The Professional or a Signature Representative of the Service Provider Company must submit his or her signature on the “Service Provider’s Signature” line to formally agree to the terms laid out above. 2.) Pay for Access A recurring payment used for an on-going relationship between the
client and consultant. Compensation”). Step 2 - Two (2) Types of Retainers There are two (2) types of retainer agreements, 1.) Pay for Work and 2.) Pay for Access. The blank space between this second box and percent sign expects an entry of the percentage that will calculate the contingency fee while the second blank space requires you define the
source of these funds. If a contingency fee will not be part of this contract, then mark the checkbox that is attached to the phrase “There Shall Not Be A Contingency-Fee Arrangement” It will also be considered crucial that we give a definitive account of when and how often the Professional can expect to receive a payment from the Client under the
instruction of their agreement. The retainer agreement acts as both an agreement for services and allows the service provider to collect pre-payment for future services. The “Retainer” required by the Professional as a reservation for his or her services must be defined if it is to be considered part of this agreement. This means you need to define if
the payments will be submitted “Weekly,” “Monthly,” or on a “Quarterly Basis Beginning On the date you specify. If the Professional must complete the “Services Performed” before receiving payment then, select the second checkbox statement. The Client and Professional may agree that payment should be submitted whenever an invoice is issued.
We will begin by providing a solid date to the first day the Professional must provide the services defined above on the first two blank spaces of this article. It is also considered standard procedure to define a time or method that a working relationship can end successfully. The first document item requiring this type of participation is the article
labeled “I. Enter this address exactly as it has been reported by the Professional. Step 8 - Report Where This Agreement Is Governed Naturally, this contract will be subject to governance by federal law and it will be locally governed as well by the state. Mark the box labeled “Other,” then give the details of how and/or when both Parties agree this
agreement should terminate. Step 4 - Document The Pay Rate Or Manner Of Compensation We will now need to satisfy this paperwork’s need for a definition as to what precisely the Professional will be paid for the work that is done. Monthly Retainer A monthly retainer, also known as “pay for access”, is when a client pays a repeated amount to a
service provider in exchange for access to their services. Step 1 - Negotiate the Compensation The client and service provider will meet and discuss the full scope of the service. Retainer,” where you must select one of two definitions to apply as the retainer status of this paperwork. Note: A retainer is mainly used by professionals to act as an advance
payment for services or as a deposit. Whatever the case, if a Contingency has been set in place for the Professional then, it must be documented in this article for it to apply to both parties by marking the checkbox “There Shall Be A Contingency-fee Arrangement” then marking the next checkbox. Services.” A couple of blank lines have been supplied
here so you may report what tasks, actions, or projects the Professional is being hired to engage in for (or with) the Client. Seek out the first empty in the next segment of this statement then furnish the Client’s legal name on it. Example A contingency fee is mostly used when hiring an attorney to represent a client in a civil case. If the Professional
will be paid regularly throughout this agreement then, mark the first checkbox. A retainer agreement is a contract between a client and a professional who requires an upfront payment applied to future work. Step 3 - Sign the Retainer Agreement When the terms are agreed by all parties and the retainer agreement is written it’s time to sign the
agreement. In addition to this entity’s legal name, you must provide its official mailing address by entering it for display across the next three available spaces. Now, that we’ve introduced both Professional (or the Service Provider Company) and the Client in their respective roles, we shall have to deliver a definition as to how these two will interact
and why. Disputes” but will require that you report the “County” and “State” where this arbitration will take place. Oftentimes, when one Party must notify the other regarding an agreement, it will have to be delivered to a predetermined address that is defined within the agreement itself. Naturally, you will be asked to report the number of “Days’
Notice” required for a Party to terminate this contract on the space provided. Some employment agreements may necessitate a more detailed report on the terms of termination. Step 4 - Get Paid After the agreement has been signed it’s time for the client to pay the retainer amount. This paperwork will call for arbitration according to the terms listed
in “IX. The parties will negotiate the hourly rate, contingency, retainer amount, and termination. This is often seen in the legal and consulting industries. Select the file type you like Step 2 - Introduce This Retainer, The Service Provider, And The Client After the retainer has been acquired and you are ready to fill it out, open it with your editing
program. Keep in mind that all will require additional information to be considered complete statements. Example: A client hires an attorney and pays a retainer to get started on a case. Record the name of the state where this agreement will apply its terms, be executed, and thus be enforced if necessary, on the blank line in “XX. A contingency fee
allows a client to only make a payment for the services if the contingency is met. The agreement will detail compensation, hours, contingencies, and any other terms for the services provided. You will have to check the box on the left of the phrase “On The Date Of” then supply the termination date on the blank lines provided. If the two parties have
agreed that this contract should continue until the agreed-upon “...Completion Of The Services Performed,” then solidify this by checking the second checkbox. This agreement may be considered an ongoing arrangement until one or both Parties decide to terminate it. This will be handled with a checklist of items in the fourth article (titled “IV. If
more room is required to fully define the Service Provider’s responsibilities, then you may insert additional lines, or you may cite an attachment with this information. Step 3 - Define When Service Must Begin And When It Must Terminate After documenting the types of services, the Professional or Provider will supply, we must continue to the next
item, where we shall fit a timeframe to this job or project. Use the two blank spaces in this section (before the word “County...” and after the words “State Of”) to present this information. Both Parties will want to be able to communicate with each other should an obstacle or misinterpretation arise with this agreement. In “III. If there will be a
retainer then mark the checkbox corresponding to “Required TO Pay A Retainer” then furnish the exact dollar amount the Professional must receive as a retainer (separate from any other pay, commission, or contingency fee) to reserve his or her services in the future. This choice attaches a blank line after the word “Other” that you must utilize to
display an accurate description of the Professional’s pay. Step 5 - Further Discuss The Payment And Retainer The item designated with the “V. Under the law, only the service provider and the client are required to sign. This choice will have a blank line where you must list each expense the Professional may expect the Client will pay him or her back
for. If the Client will assume all responsibility for the project(s) expenses, then mark the third checkbox statement. Step 7 - Deliver The Information Required To Handle Potential Disputes Regardless of how successful an agreement is there is always a chance that a dispute may arise between its Signature Parties. This choice will also need you to
indicate if the Client will be eligible for a refund of the retainer amount. If the Professional will be “Responsible For All Expenses” then mark the first checkbox in this section. If the Client is obligated to reimburse (or to pay back) the Professional for some expenses but not all then mark the second checkbox. The Parties.” The two blank spaces that
follow the phrase “...Made Effective As Of” expect the calendar date when this agreement will be set as effective. In “X. The first statement will define the frequency of pay as periodic. Produce this date as a written month, calendar day, and (on the second line) year. The second piece of information you must present to this document is also requested
in this first article. This task will be taken care of by “VI. Any agreement not contained in this paperwork by the time the Professional or Service Provider and the Client sign their names will not be considered enforceable (unless it happens to be a law that requires adherence). Legal Notice,” we will solidify the mailing address each party wishes used
when a notice must be mailed. For this task he or she is required to sign the “Client’s Signature” line, print his or her name on the “Print Name” line under this signature, then record the signature “Date” on the blank line to the right of the “Client’s Signature” line. The remainder of the “Service Provider Statement” will have a blank space attached
to the phrases “...Street Address,” “...City Of,” and “...State Of” where you may submit the Service Provider’s legal mailing address. It is important that we also identify the entity that wishes to obtain the Professional’s services here in the introduction. The attorney will most likely require a percentage (%) of the total amount received by the other
party. This is especially common in personal injury cases when the attorney is negotiating with an insurance company.
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