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1. Greet your client by shaking the client’s hand and state your name and that you are a “Legal Education Student Intern” or “Paralegal.”  


2. Give the client your business card.


3. Review the engagement letter with the client and ask the client to sign where indicated.
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4. Review the EP Intake Form with the client and fill in the answers.


5. Have the client review the completed EP Intake Form and have the client sign where indicated.


6. Let the client know that you will work on the documents and that you will send them a draft of the documents for their review prior to the signing meeting.


7. Let the client know that we will be scheduling the signing meeting in the next couple of weeks.


8. Shake your client’s hand firmly on the way out.
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