Potential Client Screening Form

[bookmark: _GoBack]Potential Client: _______________________________	Date: ______________________
1. Why did the potential client contact our firm? _____________________________________
___________________________________________________________________________
2. Was the client referred to our firm by someone?  ____ Yes		______ No
If so, by whom?    ___________________________________________________________________________
3. Is potential client’s matter a new matter or a continuation of a case, business deal or transaction already in progress?__________________________________________________
___________________________________________________________________________
4.  Nature of matter and type of accounting service requested:_________________________
___________________________________________________________________________
___________________________________________________________________________
5. If not a new matter, name of accountant who handled the potential client’s matter?
___________________________________________________________________________
6. Why did the potential client change accountants?__________________________________
___________________________________________________________________________
7. Will the potential client sign an authorization for the former accountant or former attorney to answer fully and confidentially all of your questions?  	________Yes	_______ No
(Note: If the potential client refuses to sign the authorization, consider declining representation, as this is a sign of an uncooperative client.  If you decline, send a non-engagement letter. If the potential client agrees to sign, have him/her sign the firm’s AUTHORIZATION TO OBTAIN INFORMATION prior to commencing your services.)
8. If the matter is not a new matter, will the client provide you with the entire file [or important documentation contained in the former accountant’s file]? 
____________Yes		____________No
9. If the matter is a new matter, is there a likelihood that the new matter will be a one-time-only deal with no potential future relationship?  ____________ Yes  ____________ No
10. Is there a likelihood that the new matter might preclude the firm’s future representation of other clients or work due to a conflict of interest?  ____________ Yes _____________ No
11. (a). Has the potential client been involved in litigation concerning the matter for which you are being retained?  _______________  Yes	______________  No
(b).  Has the potential client been a plaintiff in suits brought in your jurisdiction within the last 5 years?  ______________ Yes __________________ No
(Note: Ascertain if the potential client is unduly litigious.)
(c). Has the potential client been a defendant in suits brought in your jurisdiction within the last 5 years? 
12. Will the potential client provide references?  _______________ Yes	____________No
___________________________________________________________________________
___________________________________________________________________________
(include telephone numbers & email addresses)
13. Does the potential client appear to understand the fee arrangement? _______Yes _______ No
14.  Is there any other information regarding this potential client that would assist the firm in deciding whether or not to accept representation thereof? _______________________________
___________________________________________________________________________
___________________________________________________________________________
CONFLICTS SEARCH FORM completed on ________________________________________
AUTHORIZATION TO OBTAIN INFORMATION signed on ___________________________
PREVIOUS ACCOUNTANT INTERVIEW FORM completed on ________________________
Signatures of three accountants or CPAs in the firm who authorize acceptance of representation:
_________________________    ________________________	_______________________
Name				 Name				Name


Date:__________________    Date:__________________	Date:_________________
[image: ]These sample engagement letters, checklists, and practice and consent forms are for illustrative purposes only. We recommend you use these letters and forms only after you have consulted with your attorney. Since your practice may be different than those described in the sample letters and forms, we recommend that you modify them to suit your individual practice needs. Use of these sample letters and forms is not intended to constitute a binding contract, does not constitute legal advice, and does not satisfy your obligation to do thorough research. © Gilsbar Specialty Insurance Services, L.L.C. and Date.
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Take a minute, Go PRO




