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Agenda for First Meeting – Collaborative Law & Early-Stage Mediation 
Date: _______________________; Time: _______________; Estimated Duration: ____________ 

Location: Office of________________ at: ______________________________________________

Persons to be Present: _______________________ and Attorney: __________________________

__________________________________________and Attorney: __________________________
Others: Stephen Gaddis, Mediator; and _______________________________________________
I. Welcome 

A. Self-Introduction of those present by profession, role, qualifications & experience

B. Identify and review the tenets and attributes of the Collaborative Law process

II.  Getting Started

A. Review and sign Attorney Retainer Agreements, if not already completed

B. Review and sign the Collaborative Mediation Participation Agreement, if not already completed

C. Review and sign Mediator Engagement Agreement, if not already completed

D. Review rules: Good faith, confidentiality, and Collaborative Law family ground rules 

E. Discuss communication protocol with professionals and among professionals

III.  Setting the Direction

A. Review Collaborative Process “Roadmap”

B. Identify the High End Goals of the parties

C. Generally identify the issues as seen by each person present

D. Establish priorities

E. Establish steps by activity and outcomes, set timelines for each and for entire process

IV. Building the Team

A. Triage which allied professionals would be helpful to have on board

1. Role of each and their respective cost

2. Timing of services to be provided and tangible outcomes at each benchmark

3. Identification of allied professional by name, qualifications, selection process

V. First Steps

A. Discuss the legal framework; substantive and procedural considerations

B. Identify interests of each party within the High End Goals

VI. Next Steps

A. Next and future meeting dates: date, times, duration, location, who shall attend, what to bring (besides calendars!), goals for meeting, agenda for next meeting

B. Homework assignments for all
C. Summary discussion of tangible outcomes of today’s meeting
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