APPENDIX  1

TIME SLIP

Date: ________    Client name: ____________________________    Case: ___________________

Lawyer: _______________________________    Hours worked: ___________________________

Description of Work:


__________________________________________________________________________


__________________________________________________________________________


__________________________________________________________________________


__________________________________________________________________________

APPENDIX  2

A, B, C, and D Law Firm

Daily Ledger for:         A                                           Date:  17/6/99

_____________________________________________________________________

  Client

 Matter

          Description of Work

Time

_____________________________________________________________________

RST      
Registration       Prepare Application for Entry            2.2






 on Commercial Register

XYZ

Truck Case         Hearing before Somewhere

 6.4






  Primary Court

APPENDIX  3

A, B, C, and D Law Firm

Summary Ledger

______________________________________________________________________________

Client:   RST                         Case:     Registration of Company

________________________________________________________________________________

  Date
          Lawyer                      Description of Work               
       

Time
  1/6/99
A
Conference with client to discuss alternative                   
 1.5




forms of organization under the Commercial




Code

  5/6/99
B
Telephone conference with client regarding
     
     
  . 3




information needed to register a company

10/6/99
A
Prepare draft Articles





 4.0

12/6/99
C
Conference with client to review draft Articles
    
 1.1

17/6/99
B
Prepare Application for Entry on Commercial
    
 2.2




Register

APPENDIX  4

INVOICE
A, B, C, and D Law Firm

To:
RST


Al Zuhoor, V3

Doha, Qatar
For legal services rendered in connection with the registration in the Somewhere Primary Court 

 
Fee:  _______QAR

Expenses:
Registration Fee

____QAR



Photocopying


____QAR



Total due


____QAR
APPENDIX  5

INVOICE
A, B, C, and D Law Firm

To:
RST


Al Zuhoor, V3 

 Doha, Qatar
For legal services rendered in connection with registration in the Somewhere Primary Court including:

Date




Description of Work
  1/6/05

Conference with client to discuss alternative forms of organization under 



the Commercial Code.

  5/6/05

Telephone conference with client regarding information needed to register a 


company.

10/6/05

Prepare draft Articles for new company.

12/6/05

Conference with client to review draft Articles.

17/6/05

Prepare Application for Entry on the Commercial Register.

30/6/05

Appear in Somewhere Primary Court regarding Application for Entry on 



Commercial Register.

 



Fee:  _______  QAR

Expenses:
Registration Fee

____  QAR



Photocopying


____  QAR



Total due


____  QAR
APPENDIX  6

INVOICE
A, B, C, and D Law Firm

To:
SRT


  Al Zuhoor, V3

 Doha, Qatar
For legal services rendered in connection with registration in the Somewhere Primary Court including:

Date

Lawyer


Description of Work


Time

  1/6/99
  A

Conference with client to discuss alternative 

  1.5

forms of organization under the Commercial 

Code.

  5/6/99
  B

Telephone conference with client regarding 

    .3

information needed to register a company.

10/6/99
  A

Prepare draft Articles for new company.

  4.0

12/6/99
  C

Conference with client to review draft Articles.
  1.1

17/6/99
  B

Prepare Application for Entry on the Commercial
  2.2

Register.

30/6/99
  C

Appear in Somewhere Primary Court regarding 
  1.3

Application for Entry on Commercial Register.


A

5.5 Hours at ______ QAR per hour = _______  QAR



B

2.5 Hours at ______  QAR per hour = _______ QAR

C

2.3 Hours at ______  QAR per hour = _______  QAR





Total Fees:  _______  QAR

Expenses:
Registration Fee

____  QAR



Photocopying


____  QAR








Total due:     _______  QAR
APPENDIX  7

LEGAL REPRESENTATION AGREEMENT

This Agreement is made on _____________, 19___, between A, B, C, and D Law Firm (the "Lawyer") and ___________________________ (the "Client") 

I. Scope of Representation

A.
Matter Involved:  The Client has asked the Lawyer to represent him in a matter (the "Matter") which involves:  [General description of the case or transaction]


B.
Duties of the Lawyer:  The Lawyer agrees to provide the following legal services in this Matter:



1.



2.



3.



4.

The Lawyer will not perform legal services other than those specified above without the agreement of the Client.


C.
Duties of the Client:  The Client agrees:



1.
To pay the Lawyer for the legal services and all expenses, as specified in Section II of this agreement.



2.
To cooperate fully with the Lawyer, and provide the Lawyer with all information needed in connection with the Matter.



3.
[Any other specific duties.]


D.
Authorization for decision making:  The Lawyer is authorized by the Client to make all decisions and take all actions needed to protect the Client's interest, except the following decisions must be made by the client: __________________.  The Lawyer agrees to advise the Client of all significant developments in the Matter, and consult with the Client when necessary.

II.
Legal Fees and Expenses

A.
Legal Fees:   The Client and the Lawyer agree that the Lawyer shall be paid for the legal services:  [Insert one of the following options.]



[Option A - Lump Sum Fee]



a total fee of ____________ QAR, which fee does not include fees, taxes and expenses described in Paragraph II. B, below.
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[Option B - Hourly Rate Arrangement]



a fee based upon the time expended by the Lawyer on the Matter at an hourly rate of ___________  QAR.



[Option C - Contingent Fee Arrangement]



a fee contingent upon the outcome of the Matter.  If the Client recovers monies in this Matter, the Client shall pay the Lawyer an amount equal to ______% of any amounts received in any settlement or litigation of the Matter.  If there is no recovery, the Client shall not owe the Lawyer any fee.


B.
Fees, Taxes and Expenses:  The Client agrees to pay the following fees, taxes, and expenses incurred by the Lawyer: [List all such fees, taxes and expenses.]


C.
Schedule of Billing and Payments:  The Lawyer shall send an invoice for legal fees and expenses to the Client at [Address].  The Client agrees to pay the legal fees and expenses within _______ days after receipt of an invoice.  An invoice shall be sent by the Lawyer and paid by the Client {Insert one of the following options.]



[Option A - Monthly or Periodic Billing]



each [month, quarter, etc].



[Option B - Billing on Completion]



upon completion of the Matter or termination of the Lawyer's services.


D.
Retainer:  [Optional]  The Client agrees to pay the Lawyer an initial retainer of _________ QAR to be deposited in the Lawyer's trust account and held for future withdrawals.  The Lawyer is authorized to withdraw from this trust account amounts sufficient to pay the [expenses] [legal fees and expenses] described on the invoices mentioned in the preceding paragraph II. C.  The Client agrees to promptly replenish the retainer by paying the amount withdrawn to pay the invoice.  Any amounts remaining at the termination of the Lawyer's representation will be returned to the Client.

III.
General Matters

A.
Information to be Made Available to Client:  The Lawyer will attempt to keep the Client informed at all times of the status of the Matter and the actions to be taken.  The Client may review all written materials concerning the Matter in the Lawyer's office upon reasonable notice.


B.
Conflicts of Interest:  The Lawyer agrees not to represent any other party whose interests conflict with the interests of the Client.


C.
Termination of Representation:  This Agreement may be terminated and the Lawyer shall cease providing legal services for the Client under the following circumstances:



1.
If the Client fails to meet the duties imposed by this agreement, or to 


pay fees or expenses, the Lawyer may terminate the Agreement .

Appendix 7 con't



2.
The Client may terminate the Agreement at any time with or without 


reason, but shall remain obligated to pay the Lawyer any fees earned 


or expenses incurred.


D.
Effort and Outcome: The Lawyer agrees to diligently represent the Client in this Matter.  However, the Client agrees that the Lawyer is not responsible for and has made no assurances regarding the outcome of the matter.




Date: _________________

Client: _____________________




Date: _________________

Lawyer: ____________________

APPENDIX  8

LAW FIRM AGREEMENT


Effective this _____day of __________________, 19__, _____________, _________, _________, and _________ enter into an agreement as set forth below.

ARTICLE 1

ORGANIZATION AND ADMINISTRATION

 
1.1
Name.  The name of the firm shall be ____________________________.  The name of a member will be deleted upon withdrawal or expulsion from the firm.  The firm may continue to use the name of a deceased, retired or disabled member without compensation to him or his heirs.


1.2
Purpose.  The firm is organized for the practice of law.


1.3
Management.  Decisions concerning management of the firm shall be made by [a vote of the entire firm] [a management committee elected annually by the entire firm] [a managing member elected annually by the entire firm] [except the entire firm must make the following decisions: _________________________________].


1.4
Voting.  All firm decisions made by the entire firm shall be made by vote of a majority [in interest under the compensation plan] [of the members with each member having one vote] except where otherwise provided on a specific issue.  A member who is not present [may] [may not] vote by proxy.


1.5
Financial Statements.  The firm shall prepare monthly operating statements.  The firm's independent public accountant shall prepare annual profit and loss statements.  The monthly and annual financial statements shall be promptly distributed to the members.


1.6
Expenses.  Expenses incurred by members on behalf of the firm are subject to reimbursement.  However, the entire firm by majority vote may specify expenses that may not be reimbursed by the firm even though members are required to incur such expenses on its behalf.

1.7
Amendments.  This agreement may be amended from time to time by the members of the law firm upon their written and signed agreement.


1.8
Dissolution.  The firm may be dissolved by agreement of the members in which event the assets shall be used to pay debts and then distributed to the members (a)
to repay their capital accounts and then  (b) to be divided among them as a distribution of profits.
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ARTICLE II

CAPITAL


2.1
Capital Contributions.  The capital of the firm shall consist of the contributions made by the members as set forth on attached Exhibit A.


2.2
Capital Accounts and Drawing Accounting.  Each member shall have a capital account and a drawing account.  The member's share of profits or losses shall be credited or charged monthly to his or her drawing account.  No interest shall be paid or charged on credit or debit balances in either the drawing account or the capital account.

ARTICLE III

DETERMINATION AND DISTRIBUTION OF INCOME


3.1
Determination of Gross Income.  As used herein, the term "Gross Income" shall include the following items:



(a)
All fees for legal services performed by any member or associate of the firm.

(b)
All sums received by any member or associate of the firm for non-legal services rendered (as distinguished from investment income) including but not limited to fees for serving as a fiduciary, agency or brokerage fees, and fees for teaching, lectures or writings, but excluding such sums as may have been determined by the firm (prior to the rendering of such services) not to be attributable to the firm.


3.2
Determination of Net Income.  The remaining balance after deducting all business expenses from Gross Income shall be called Net Income.


3.3
Distribution of Net Income.  Net Income shall be distributed in the compensation plan, which shall be adopted by a two-thirds majority vote of the entire firm.

ARTICLE IV

WITHDRAWAL, RETIREMENT, EXPULSION, DISABILITY

OR DEATH OF A PARTNER


4.1
Termination of a Member's Interest.  A member's interest in the firm shall terminate upon any of the following occurrences:



(a)
Withdrawal or retirement of the member upon thirty days' written notice to the other members.
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(b)
Expulsion of the member by [unanimous] [____] vote of the other members.



(c)
Determination by [unanimous] [_______%] vote of the other members that the member is permanently disabled, such determination to be made only after a period of disability exceeding _______consecutive days or an aggregate of ______ days within a period of ______ consecutive calendar years.



(d)
Death of the member.


4.2
Payments to Terminated Member.  Upon the termination of a member's interest in the firm, the firm shall pay the member or the member's successor in interest the following sums:



(a)
Payment for Capital.  The amount of the terminated member's capital account as of the date of termination, payable without interest within ____ days after the date of termination.  [OPTIONAL:  In determining the amount of the capital account, fixed assets shall be valued as agreed upon by the terminated member and the firm, or in the absence of such an agreement at the value determined by two qualified experts, one selected and paid by the terminated member or his or her estate and one selected and paid by the firm.  If the two experts do not agree as to value, they shall select a third expert (whose fee shall be shared equally.)  The three appraisals shall be averaged.]



(b)
Payment for Receivables and Work in Process.  An amount equal to ____% of the average of the terminated member's income from the firm during each of the last ________ complete fiscal years of the firm during which he or she was a member, payable in ______equal [annual] [quarterly] [monthly] installments, without interest, beginning _______ days after the date of his termination.



(c)
Payment for Current Year's Net Profits.  The terminated member's share of undistributed net income for the current year determined as of the end of the month in which the date of termination occurred.  An appropriate adjustment shall be made to accrue normal expenses (such as insurance premiums not yet paid) and prepaid expenses other than stationery and supplies.


4.3
Client Files.  The firm shall retain all client files until it receives written instructions from the client regarding the files.  All services rendered or expenses incurred by the firm on behalf of the client before the termination of the member shall be billed by the firm in the absence of mutual agreement that such services and expenses shall be billed by the terminated member who shall thereupon account to the firm at least quarterly for such items.


Signed this ______ day of _________________, 19_____, by the members.

______________________________

______________________________

______________________________

______________________________

APPENDIX  9

COMPENSATION PLAN


By decision made on June 1, 1999, the A, B, C, and D Law Firm  adopts the following compensation plan:



1.1
Determination of Gross Income.  As used herein, the term "Gross Income" shall include the following items:



(a)
All fees for legal services performed by any member or associate of the firm.



(b)
All sums received by any member or associate of the firm for non-legal services rendered (as distinguished from investment income) including but not limited to fees for serving as a fiduciary, agency or brokerage fees, and fees for teaching, lectures or writings, but excluding such sums as may have been determined by the firm (prior to the rendering of such services) not to be attributable to the firm.


1.2
Determination of Net Income.  The remaining balance after deducting all business expenses from Gross Income shall be called Net Income.


1.3
Distribution of Net Income.  



(a)
Net Income shall be distributed as follows:




40% to the members as set forth below:





Member 
Percentage Points




A


20%





B


  8%





C


  8%





D


  4%

20%
pro rata among the members on the basis of each member's Client Origination Credits for the year as a percentage of the total Client Origination Credits awarded to all the members for the year.  One Client Origination Credit shall be awarded for each QAR of Gross Income to the member who originated the business, except for fees deemed by the firm to have been originated by the firm in which event no Client Origination Credit shall be given.

10%
pro rata among the members on the basis of each member's Fees Collected Credits for the year as a percentage of the total Fees Collected Credits awarded to all the members for the year.  One Fees Collected Credit shall be awarded to each member for each  AED of Gross Income generated by his or her own services, but not the services of other attorneys.  When the statement is sent to the client, 
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each fee shall be allocated on the firm's books of account among the attorneys (based on work performed and relative billing rates) for the purpose of determining Fees Collected Credits.  When the fee is collected, the appropriate Fees Collected Credits shall be awarded.

15%
pro rata among the members on the basis of each member's Seniority Units for the year as a percentage of the total Seniority Units held by all the members for the year with one Seniority Unit being awarded to each member for each full year of service as a member or associate of the firm.

15%
pro rata among the members on the basis of each member's Profit Credits for the year as a percentage of the total Profit Credits awarded to all the members for the year.  One Profit Credit shall be awarded to (or deducted from) the member receiving the Client Origination Credits on each fee for each QAR of profit (or loss) on such fee with the profit (or loss) determined as follows:

(i) Determine the amount of the fee (exclusive of cost reimbursement).

(ii) Subtract the cost factor (____  QAR per hour of member time expended on the fee, or _____  QAR per hour of associate time).  Annual adjustments to these figures shall be made to take inflation into account.

(iii) The balance is the profit earned on the fee.  (A negative balance will produce negative Profit Credits)



(b)
The members shall bear all losses in the same ratio as they share Net Income.


Signed this ____________ day of ___________, 19_____, by the members.

_______________________________






_______________________________

_______________________________

_______________________________

APPENDIX  10

COMPENSATION PLAN


By decision made on June 1, 1999, the A, B, C, and D Law Firm adopts the following compensation plan:


1.1
Determination of Gross Income.  As used herein, the term "Gross Income" shall include the following items:



(a)
All fees for legal services performed by any member or associate of the firm.

(b)
All sums received by any member or associate of the firm for non-legal services rendered (as distinguished from investment income) including but not limited to fees for serving as a fiduciary, agency or brokerage fees, and fees for teaching, lectures or writings, but excluding such sums as may have been determined by the firm (prior to the rendering of such services) not to be attributable to the firm.


1.2
First Tier Allocation of Gross Income.  



(a)
There shall be deducted from Gross Income the following First Tier Allocations:

10%
of the Gross Income (on which Client Origination Credit is given) to the Client Origination Account.

10%
of the Gross Income to the Fees Collected Account.

  5%
of the Gross Income to the Percentage Allocation Account.

10%
of the Gross Income to the Seniority Account.

10,000 YER to the Member's Salary Account.



(b)
Amounts allocated to the Client Origination Account shall be paid to the members pro rata in accordance with their Client Origination Credits.  One Client Origination credit shall be awarded for each  QAR of Gross Income to the member who originated the business, except for fees deemed by the firm to have been originated by the firm in which event no Client Origination Credit shall be given.

(c)
Amounts allocated to the Fees Collected Account shall be paid to the members pro rata in accordance with their Fees Collected Credits.  One Fees Collected Credit shall be awarded to each member for each QAR of Gross Income generated by his or her own services, but not the services of other attorneys.  When the statement is sent to the client, each fee shall be allocated on the firm's books of account among the attorneys (based on work performed and 
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relative billing rates) for the purpose of determining Fees Collected Credits.  When the fee is collected, the appropriate Fees Collected Credits shall be awarded.



(d)
Amounts allocated to the Percentage Allocation Account shall be divided equally between members B, C, and D.



(e)
Amounts allocated to the Seniority Account shall be paid on the basis of each member's Seniority Units as a percentage of the total Seniority Units held by all members for each full year of services as a member or associate of the firm.



(f)
The amount allocated to the Member's Salary Account shall be paid as follows:





Member
    Salary




A

10,000 QAR

1.3
Determination of Adjusted Gross Income.  The remaining balance after deducting all First Tier Allocations from Gross Income shall be called Adjusted Gross Income.


1.4
Determination of Net Income.  The remaining balance after deducting all expenses from the Adjusted Gross Income shall be called Net Income.


1.5
Second Tier Allocation of Net Income.



(a)
Net income shall be distributed as follows:

50%
divided equally among all four members.

10%
pro rata among the members on the basis of each member's average Client Origination Credits for the three-year period ending with the current year as a percentage of the total Client Origination Credits awarded to all the members for such three-year period.





10%
pro rata among the members on the basis of each member's average Fees Collected Credits for the three-year period ending with the current year as a percentage of the total Fees Collected Credits awarded to all the members for such three-year period.

  5%
pro rata among the members on the basis of each member's Seniority Units for the year as a percentage of the total Seniority Units held by all the members for the year.

25%
pro rata among the members on the basis of each member's Profit Credits for the year as a percentage of the total Profit Credits awarded to all the members for the year.  One profit Credit shall be awarded to (or deducted from) the member receiving the Client Origination Credits on each fee for each QAR of profit (or loss) on such fee with the profit (or loss) determined as follows:
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(i) Determine the amount of the fee (exclusive of cost reimbursement).

(ii) Subtract the cost factor (_____  QAR per hour of member time expended on the fee, or _____  QAR per hour of associate time).  Annual Adjustments to these figures shall be made to take inflation into account.

(iii) The balance is the profit earned on the fee.  (A negative balance will produce negative Profit Credits.)

(iv) The members shall bear all losses in the same ratio as they share Net Income.


Signed this ___________ day of _______________, 19____ by the members.

_____________________________

_____________________________

_____________________________

_____________________________
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