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What sorts of matters should you take to your law firm?

· Forming any sort of new entity (corporation, partnership, joint venture)

· Any contract that is substantial in dollars or risk to your organization, such as leases of real property or equipment, employment contracts, any form contracts you want to use

· Any sale or purchase of real property

· Negotiation of loan terms

· Selling or buying rights to intellectual property that is customized for your organization

· Issuing personnel policies or taking actions regarding an employee that could have serious repercussions

· A lawsuit, filed or threatened, against your organization

· A claim you have against some other person or organization that could result in a lawsuit

· Dealing with a governmental agency over a serious issue (if you’re not sure it’s serious, ask)

· Dealing with a tax authority about a serious issue (ditto)
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Limited Legal Assessment Materials for Community Partnerships--

At the beginning of the Community Partnership relationship, the law firm will perform an assessment of the most significant legal involvements and issues facing the client group.  In order to do so, the firm must have certain documents.  Here is a list of the materials needed—your firm may request additional materials as a result of discussing these materials or as a result of talking with your group.

· Your basic corporate documents—articles of incorporation, bylaws, etc.  If you have subsidiaries, the same types of documents for each subsidiary.  If your groups is an LLC or partnership, the basic agreements which form the entity.  If there have been changes in the structure of the group, them provide information about the conversion.

· Minutes of Board meetings and Annual meetings.

· All employment agreements.

· Any retirement plans.

· All internal policy and procedural manuals, especially employment manuals.

· All leases, licensing agreements and other contracts with third parties.

· Any standard form contracts used by your group.

· Any permits or licenses from regulatory authorities—environmental, assumed name, to operate a lunchroom, etc.

· Annual reports to Secretary of State and other regulatory bodies.

· Tax information-- 501(c)(3) letter, 990 returns.

· Any pending or potential lawsuits involving the group.

· Any information regarding recent legal developments that you expect to affect the group.
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