


Virginia State Bar

<#> Circuit Committee


on the Resolution of Fee Disputes
In re:  Fee Dispute Between

, Petitioner

- and - 
, Respondent


Documentation Checklist
LISTNUM AutoList3 \l 1  To Petitioner

 FORMCHECKBOX 
  02a Petitioner Cover Letter

 FORMCHECKBOX 
  03 Program Rules & Guidelines

 FORMCHECKBOX 
  04 Participation Agreement

LISTNUM AutoList3 \l 1  To Respondent __/__/20__

 FORMCHECKBOX 
  02b Respondent Cover Letter

 FORMCHECKBOX 
  03 Program Rules & Guidelines

 FORMCHECKBOX 
  04 Participation Agreement

LISTNUM AutoList8 \l 1  Respondent Agrees To Participate?  (15 days)

 FORMCHECKBOX 
  No:  05 Decline Notice to Petitioner

 FORMCHECKBOX 
  Ordered To Arbitrate:  Skip to step 6

 FORMCHECKBOX 
  Yes:  Proceed to next step

LISTNUM AutoList8 \l 1  Agreement To Mediate?

 FORMCHECKBOX 
  No:  Skip to step 6

 FORMCHECKBOX 
  Yes:  06a & b Mediator Preferences:  sent __/__/20__

(parties( preferences due 5 days later)

 FORMCHECKBOX 
  06a Preferences rec(d (π)

 FORMCHECKBOX 
  06b Preferences rec(d (Δ)

 FORMCHECKBOX 
  Availability and conflict check completed

 FORMCHECKBOX 
  07a & b Mediator Appointments:  sent __/__/20__

(mediation to be scheduled w/in 30 days)

 FORMCHECKBOX 
 07a Appointment form signed & returned (π)

 FORMCHECKBOX 
 07b Appointment form signed & returned (Δ)

 FORMCHECKBOX 
  Mediation session scheduled for __/__/20__

LISTNUM AutoList8 \l 1  Mediated Agreement?

 FORMCHECKBOX 
  Yes:  Skip to step 9

 FORMCHECKBOX 
  No:  Proceed to step 6

LISTNUM AutoList8 \l 1  Agreement or Order To Arbitrate?

 FORMCHECKBOX 
  No:  05 Decline Notice to Petitioner __/__/20__

 FORMCHECKBOX 
  Yes:  Availability & conflict check

 FORMCHECKBOX 
  08a, b & c Arbitrator Appointments made __/__/20__

(forms may be completed at hearing)

 FORMCHECKBOX 
  Panel has at least one lawyer

 FORMCHECKBOX 
  Panel has at least one non-lawyer

LISTNUM AutoList9 \l 1  Hearing Waived?

 FORMCHECKBOX 
  Yes:  09 Hearing Waiver to both parties __/__/20__

 FORMCHECKBOX 
  No:  10 Hearing Notice to both parties and to panel members (hearing to occur w/in 45 days of appointment of panel chair)

 FORMCHECKBOX 
  Petitioner:  sent __/__/20__

 FORMCHECKBOX 
  USPS Regular Mail
 FORMCHECKBOX 
  Email

 FORMCHECKBOX 
  Fax

 FORMCHECKBOX 
  Hand delivery

 FORMCHECKBOX 
  Respondent:  sent __/__/20__

 FORMCHECKBOX 
  USPS Regular Mail

 FORMCHECKBOX 
  Email

 FORMCHECKBOX 
  Fax

 FORMCHECKBOX 
  Hand delivery

LISTNUM AutoList9 \l 1  Panel Hearing

 FORMCHECKBOX 
  11 Participation Oath by parties & witnesses

 FORMCHECKBOX 
  12 Hearing Checklist by panel chair

LISTNUM AutoList9 \l 1  Post Hearing

 FORMCHECKBOX 
  13 Award:  sent __/__/20__

 FORMCHECKBOX 
  14a & b Questionnaire Cover Letters

 FORMCHECKBOX 
  15 Questionnaires to both parties:  sent __/__/20__
