[bookmark: new_client_intake_form]New Client Intake Form
Template — customize the fields and case-type sections below to match your firm's practice areas.
Attorney Review Required. This template is provided by ProperFile for general informational purposes only and does not constitute legal advice. Customize this form to comply with your jurisdiction's rules on conflict checks, engagement, and client confidentiality before use.
Date of Intake: ______________  Intake Completed By: ______________
[bookmark: _1_client_information]1. Client Information
	Field
	Details

	Full Legal Name
	

	Preferred Name
	

	Date of Birth
	

	Home Address
	

	Mailing Address (if different)
	

	Phone (Primary)
	

	Phone (Alternate)
	

	Email Address
	

	Preferred Method of Contact
	

	Employer / Occupation
	


[bookmark: _2_matter_information]2. Matter Information
	Field
	Details

	Type of Legal Matter
	

	Brief Description of Issue
	

	Date Issue Arose
	

	Relevant Deadlines / Statute of Limitations
	

	Desired Outcome
	


[bookmark: _3_opposing_party_information]3. Opposing Party Information
	Field
	Details

	Name(s) of Opposing Part(y/ies)
	

	Opposing Counsel (if known)
	

	Relationship to Client
	


[bookmark: _4_conflict_check]4. Conflict Check
· Has Client, or anyone related to this matter, previously consulted with this firm? Yes / No
· If yes, describe: ______________________________________
· Names of all parties involved in this matter (for conflict screening): ______________________________________
[bookmark: _5_prior_legal_representation]5. Prior Legal Representation
· Has Client previously retained an attorney for this matter? Yes / No
· If yes, name of prior counsel: ______________________________________
· Reason representation ended: ______________________________________
[bookmark: _6_referral_source]6. Referral Source
· How did Client hear about the firm? [Referral / Online Search / Advertisement / Other]
· If referred, by whom? ______________________________________
[bookmark: _7_documents_provided_by_client_at_intak]7. Documents Provided by Client at Intake
· Photo ID
· Relevant contracts or correspondence
· Court documents (if applicable)
· Prior attorney's file (if applicable)
· Other: ______________________________________
[bookmark: _8_fee_discussion]8. Fee Discussion
· Fee structure discussed with Client: [Hourly / Flat Fee / Contingency]
· Retainer amount quoted: ______________________________________
· Client acknowledges receipt of fee agreement: Yes / No
[bookmark: _9_notes]9. Notes




Client Signature: _______________________________ Date: ___________
