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MEETING WITH LEGAL TEAM CHECKLIST

OBJECTIVE

This section provides actionable steps to help you effectively manage meetings with your legal team
during the divorce process. Implementing these strategies will ensure productive discussions, clear
communication, and informed decision-making, ultimately supporting a smoother legal journey for you
and your family.

1. SCHEDULE OPTIMAL DATE AND TIME

Description:

Choose a time of day when you are most alert and composed to attend meetings with your legal team.
Explanation and Strategies:

Selecting the right time for legal meetings can significantly impact your ability to engage effectively and
make clear decisions. Aim to schedule meetings during periods when you feel most focused and less likely
to be distracted or fatigued. For many, this might be in the morning after a restful night's sleep or after a

morning routine that centers your mind and emotions. Avoid scheduling meetings late in the day when
energy levels may be lower or when unforeseen stressors are more likely to arise.

COMPLETE

Comments:
e.g., "Scheduled meetings for late mornings when | feel most focused and clear-headed.”

NOTES
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MEETING WITH LEGAL TEAM CHECKLIST

2. DEFINE MEETING DURATION

Description:

Set a realistic length for each meeting based on your capacity to handle discussions and emotional stress.
Explanation and Strategies:

Understanding your emotional and mental limits is crucial in managing legal meetings effectively. Allocate
sufficient time to cover all necessary topics without overextending yourself. For example, if you find that
meetings longer than two hours become overwhelming, aim to keep each session within that timeframe.
Incorporate short breaks to rest and reset, ensuring that you remain engaged and productive throughout
the meeting. Communicate your preferred meeting duration with your legal team to set expectations and
maintain a manageable pace.

COMPLETE

Comments:
e.g., "Set meetings to last no longer than two hours and included 10-minute breaks to stay refreshed.”

NOTES
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MEETING WITH LEGAL TEAM CHECKLIST

3. IDENTIFY PARTICIPANTS

Description:

Determine who should attend each meeting to ensure all necessary perspectives are included.
Explanation and Strategies:

Having the right participants in your legal meetings ensures that all relevant aspects of your case are
addressed comprehensively. Typically, this includes you, your lawyer, and, if applicable, your ex-partner
and their lawyer. Assess the need for additional professionals, such as financial advisors or mediators,
depending on the complexity of your situation. Clearly communicate the purpose of each meeting to all
participants in advance, so everyone is prepared and aligned on the objectives. This preparation fosters
efficient and focused discussions.

COMPLETE

Comments:
e.g., "Invited my financial advisor to the meeting to discuss asset division strategies.”

NOTES
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4. CHOOSE A NEUTRAL LOCATION

Description:

Select a meeting venue that is impartial and conducive to productive discussions.
Explanation and Strategies:

Meeting in a neutral, professional environment can help maintain a calm and respectful atmosphere.
Consider holding meetings at your lawyer’s office, a conference room in a business center, or another
location that neither party considers a personal space. A neutral setting minimizes distractions and
reduces the likelihood of emotional triggers, allowing both parties to focus on the legal matters at hand.
Ensure the venue is comfortable, private, and equipped with necessary amenities like pens, markers,
notebooks, and refreshments.

COMPLETE

Comments:

e.g., "Booked a meeting room at the local business center to ensure a neutral and professional
environment.”

NOTES
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MEETING WITH LEGAL TEAM CHECKLIST

5. PREPARE AND STICK TO AN AGENDA

Description:

Develop a clear agenda before each meeting and adhere to it to maintain focus and efficiency.
Explanation and Strategies:

An organized agenda serves as a roadmap for your meetings, ensuring that all critical topics are
addressed systematically. Before each meeting, outline the key points you wish to discuss, prioritize them,
and share the agenda with all participants in advance. This preparation allows everyone to come prepared
and contributes to a more structured and productive session. During the meeting, reference the agenda
regularly to stay on track, manage time effectively, and allocate appropriate periods for discussion and
breaks.

COMPLETE

Comments:

e.g., "Created and distributed an agenda outlining key discussion points for asset division and custody
arrangements.”

NOTES
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6. FOCUS ON DECISION-MAKING CRITERIA

Description:

Base decisions on your priorities and goals, ensuring that compromises align with your objectives.
Explanation and Strategies:

Effective decision-making requires a clear understanding of your priorities and long-term goals. Before
meetings, identify what outcomes are most important to you, whether they involve financial settlements,
custody arrangements, or property division. During discussions, evaluate proposed solutions against these
criteria to determine their suitability. Be open to compromise when it aligns with your primary objectives
and remain flexible to explore creative solutions that honor both your needs and those of your ex-partner.
This approach facilitates fair and balanced agreements that support your desired outcomes.

COMPLETE

Comments:

e.g., "Focused on securing primary custody of the children while being flexible with financial settlements
to achieve a fair outcome.”

NOTES
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7. RECORD AND KEEP COMPREHENSIVE DOCUMENTATION

Description:

Bring necessary materials and diligently document all discussions and decisions made during meetings.
Explanation and Strategies:

Proper documentation is essential for maintaining an accurate record of all legal proceedings and
agreements. Equip yourself with essential tools such as pens, markers, a notebook, and file folders
organized by category (e.g. finances, custody, property). Take detailed notes during each meeting,
summarizing key points, decisions, and action items. After the meeting, review and confirm your notes
with your lawyer to ensure accuracy and clarity. Request copies of your lawyer’s notes for comparison
and to back up your records. This thorough documentation supports accountability and provides a
reliable reference for future discussions and legal processes.

COMPLETE

Comments:
e.g., "Took detailed notes during the meeting and confirmed them with my lawyer for accuracy.”

NOTES
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8. PRIORITIZE SELF-CARE AND RECOVERY

Description:

Incorporate rest and self-care into your routine following legal meetings to maintain emotional well-being.
Explanation and Strategies:

Legal meetings can be emotionally draining, so it’'s important to prioritize self-care and recovery
afterwards. Schedule time for restful activities such as a good night’s sleep, engaging in a morning self-
care routine, or practicing mindfulness techniques that promote peace and clarity. Allow yourself to
decompress after the meeting by engaging in activities that help you relax, such as sitting in your car,
venting to a close friend, taking a nap, or spending quiet time alone. Recognizing the need for recovery
ensures that you remain resilient and emotionally balanced throughout the divorce process.

COMPLETE

Comments:

e.g., "After the meeting, took a walk and had a quiet dinner to decompress and process the discussions.”

NOTES
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9. MANAGE EMOTIONAL RESPONSES

Description:

Develop strategies to handle emotions during and after meetings to maintain composure and focus.
Explanation and Strategies:

Emotional regulation is crucial during legal meetings to ensure that discussions remain productive and
respectful. Incorporate regular breaks into your meeting schedule to allow for emotional resets when
needed. Create an exit plan for moments when you feel overwhelmed, such as stepping into the
bathroom, taking a walk around the building, practicing deep breathing, stretching, or calling a supportive
friend. Stay hydrated and have snacks available to maintain your energy levels. Dress comfortably in
layers to accommodate changing environments and emotional states. Remember that experiencing
emotions is natural; allow yourself to acknowledge them without letting them derail the meeting’s
objectives.

COMPLETE

Comments:

e.g., "Used scheduled breaks to practice deep breathing and stayed hydrated with water throughout the
meeting."”

NOTES
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FINAL THOUGHTS

Engaging effectively with your legal team is a cornerstone of a successful divorce process. By
implementing the structured, actionable steps outlined in this section, you ensure that your meetings are
organized, focused, and conducive to achieving your desired outcomes. Scheduling meetings at optimal
times, defining clear agendas, and maintaining a professional demeanor help create an environment where
productive dialogue can flourish.

Prioritizing transparency and mutual inclusion foster a collaborative spirit, enabling both you and your ex-
partner to contribute meaningfully to discussions and decisions. Setting realistic timeframes
acknowledges the emotional demands of legal proceedings, allowing you to manage stress and maintain
composure throughout each meeting. Effective preparation and clear communication enhance your ability
to articulate your needs and concerns, ensuring that your legal team is fully informed and equipped to
advocate on your behalf.

Maintaining empathy and a forward-focused mindset during these interactions not only supports your
emotional well-being but also sets a positive example for your children. By approaching each meeting
with compassion and a commitment to constructive outcomes, you lay the groundwork for a cooperative
co-parenting relationship and a smoother transition into the next phase of your life. Remember, the goal is
to create a stable and supportive framework that prioritizes the best interests of your family while
respecting the needs and dignity of both partners.

As you continue through the divorce process, remain patient and compassionate with yourself and others.
Celebrate small victories, seek support when needed, and stay committed to the strategies that promote
a respectful and organized approach to your legal meetings. With dedication and the right tools, you can
navigate this challenging journey with resilience and clarity, paving the way for a positive and fulfilling
future.

NOTES
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