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A Limited Liability Law Company

Prior to Initial Intake Meeting:

1. Review the unpaid estate planning clinic and confidentiality agreement, sign, and return a signed copy to Kimberly Iwao.
2. Review, customize, and print out copies of the EP Intake form and Engagement Letter.
3. Dress professionally, and bring your business cards, pad folio, two pens, a notepad, and the EP Intake Forms, Engagement Letters, and the EP script.  

Intake Meeting:

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.
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.

After Intake Meeting:

1. Review the EP Intake Form.
2. Draft the Advance Health Care Directive and Power of Attorney forms.
3. Log into email account at www.privateemail.com
4. Use the email user id: admin@kkilaw.com ; Password = kkilaw1
5. Send an email to the client which attaches a draft of the power of attorney and advance health-care directive, and let the client know whether they approve of the documents.  Sign your email message with your name and copy me on the email (kimberly@kkilaw.com)
6. If the client has no changes, let them know you will print out the documents for their signature at the next meeting.
7. Remind each client about their meeting time.  
8. Customize and print out a finalized draft of the advance health-care directive, power of attorney, and POLST form (two-sided on lime green paper) for each client.
9. Print closing letters.
10. Insert all documents into one folder for each client.


Signing Meeting
1. Show client the Advance Health-Care Directive and Power of Attorney documents and let them review it. 
2. Walk them through the document and explain who they appointed as agents under both documents.
3. Indicate when the power of attorney takes effect (i.e., upon incompetency or upon signing).
4. If client is okay with the documents, have them sign before the notary. 
5. On the Advance Health-Care Directive, the client must check the box regarding end of life decisions and initial next to their choice. 
6. Show the client the POLST form and explain that this document needs to be signed by their physician and posted in the entrance of their house for emergency responders to see.  The POLST directs first responders about the client’s wishes with respect to medical treatment.  
7. Assemble the signed advance health care directive, power of attorney, blank POLST form, and closing letter into the folder and hand it to the client.
8. [bookmark: _GoBack]Thank the client for coming and shake their hand. 


TELEPHONE: (808) 975-9577◾EMAIL: kimberly@kkilaw.com


image1.png
KIMBERLY KOIDE IWAO, LLILIL.C




