
THE HEARD LAW OFFICES, LLC
3695-F  CASCADE ROAD, SW, SUITE 1371

ATLANTA, GA 30331-2105
WWW.HEARDLAWOFFICES.COM

BRADLEY E. HEARD PHONE: (404) 344-9255

MANAGING ATTORNEY FAX: (404) 344-7578

PROSPECTIVE CLIENT INTAKE SHEET

Date: ________________

1. Please provide the following contact information:

Name: __________________________________

Address:   _______________________________

________________________________________

________________________________________

Email: _______________________________________

SSN.: _______________________________________

DOB: _______________________________________

Telephone Numbers:

Home: ______________________________

Work: ______________________________

Cell: ______________________________

Pager: ______________________________

Fax: ______________________________

Employer: ______________________________

2. How did you find out about us?  (Please specify name of person, publication, or other referral source.)

G Yellow Pages G Friend: _______________________________ G EEOC

G Website: _____________________ G Other: ______________________________

3. Are we the first attorneys you have consulted with respect to this matter?  If no, then please state the name(s) of the

attorney(s) with whom you consulted previously and the reasons you did not choose to engage them.

4. Please state briefly the reasons you are consulting us today.  What would you like to see happen?



5. Please describe, in a brief and succinct manner, the relevant facts with respect to your legal situation.  Try to include

answers to the six “Basic Questions”: “Who,” “What,” “When,” “Where,” “Why,” and “How.”  In other words, give

names, dates, places, relevant position titles, etc.  (Use an additional sheet if necessary.)

6. What is the relative urgency of your situation?  (A) Critical – My personal or financial safety depends on a quick

resolution; (B) Very Important – It would be a severe financial hardship or personal inconvenience if this situation is

not resolved quickly; (C) Important – This matter needs to be looked into, but there’s no immediate hardship that

arises out of this situation; (D) Just Checking – I just want to know whether there’s anything to pursue with respect to

this issue.

7. How would you propose to pay for your attorneys’ fees and expenses in this matter?

8. Are there any particular questions/issues that you would like for us to cover in our initial meeting?
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