‘NEW  CLIENT  AND  CONFLICT  REPORT  PROCEDURES”

As part of “risk management” a weekly review of all matters opened will be completed by partners.  

That review is to take place each Friday at the 11.00am “cuppa” meeting.

Conflict report - Procedures

1.
Accounts/admin will run two reports each Monday.

· Conflict report for “last week” listing all matters opened for that previous week.

· New client’s report – listing all new clients opened previous week i.e matter .1 files.

2.
A copy of these reports then to go to credit controller for review on Tuesday of each week.  


Credit controller to review:

· Check records for any past, slow payer or bad debts and note accordingly.

· View client rating assigned to each matter.  

Report to be returned to GM by Wednesday for review at partner’s meeting.  

3.
Copy of conflict report to be taken by admin/accounts and sent on a Monday to Kaiapoi for a “Wills held” check to be made for the individual clients on that report. 

· Review to be completed to card system and returned to accounts Wednesday. 

4.
Kaiapoi new file opening sheet to be given to Kaiapoi receptionist to check that information loaded is correct before sending to the city office. 


-
Previous weeks files opened to be into city receptionist by Tuesday.

5.
Copy of reports to be to “city” receptionist to collate from both offices.  All file opening sheets for that week match these to “new clients” open report.  


-
Attach remainder to copy of the progress opened report ??? file.


-
City reception to check that all information is correctly loaded into the 

system.  No double ups occur – phone numbers etc correct, postal zone.  


-
Also at that time allocate one of the following marketing codes to each 

new client.  


-
Reports with attached sheets to go to accounts.  

6.
Accounts to receive collated reports for city receptionist Thursday each 

week.

-
Cross check links and information loaded.

-
Run “new” client information data sheet and letter to go out.

All reports and letters to go to GM for partners to review at Friday meeting.  

7.
Friday partner meeting review.

Partners are to review relevant reports.

New clients opened. Review to be:

· Correct ownership of client.

· Discussion re: any link information required to be recorded 

re: company v individual.

· Credit discussion in relation to company.

· Confirmation of referral information and that “thank you” card, e-mail or phone call to referee has been completed.  

Conflict report (all projects opened) review to be:

· Ownership of client is correct.

· Person allocated to complete task matter has been loaded correctly.

· Client data information has been loaded correctly.

8.
Amendments to be actioned.


GM to ensure corrections and queries to be checked are actioned by administration staff. 

9.
See – client grading – credit rating codes


See – marketing codes 

Firm/office procedures

