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Attorney-Client Engagement Agreement
between
[Company or first name, last name, and address of client], hereinafter referred to as the Client
and
[First and last name of the attorney, name and address of law firm], hereinafter referred to as the Attorney
concerning..................................................................................................................
1. Basis
1.1 Legal basis
The contractual relationship shall be subject to the regulations on agency agreements or agreements for the provision of services (Auftrag) within the meaning of Art. 394 et seqq. of the Swiss Code of Obligations (OR).
The Attorney must also comply with regulations under the professional code of conduct for attorneys. He/she shall be subject to supervision by the cantonal supervisory authorities [exact name and address of the supervisory authority]
1.2 Contractual document
The Client and the Attorney shall each receive one copy of the present agreement.
The emphasized passages in the text of the agreement are intended only for easier legibility.
2. Scope of the engagement
[Brief description of the content of the engagement, engagement objectives, and any restrictions in the scope of the engagement (e.g. restricted to the role of local representative of foreign attorney)] 
Unless otherwise stipulated, the provisions of the present agreement shall also apply for any expansions of the engagement or additional engagements.
The Attorney shall undertake a careful performance of the agreement in the interests of the Client. Nevertheless, the Attorney shall be in no way obligated to ensure a specific success (e.g. victory in litigation).
Unless otherwise stipulated, the engagement also includes the collection of all amounts in dispute and attorney's fees.
3. Representation vis-à-vis authorities, counterparties, etc.
If the Attorney engages in external representation of the Client, he/she shall require a corresponding power of attorney. He/she shall use [the official form text of the cantonal bar association/the attached power of attorney text] for this purpose.
The Attorney shall undertake to use this power of attorney only to the extent necessary, even if he/she has been granted more extensive external rights pursuant to the text of the power of attorney. Except for cases of emergency (in particular when the Client him/herself cannot act in a timely manner), the Attorney shall not issue any statements that could be binding for the Client without prior consultation.
4. Termination of the engagement
The engagement is based upon mutual trust. The contractual relationship, and thus the power of attorney as well, may be terminated by the Client at any time with effect for the future.
The Attorney is also entitled to a corresponding right of termination (cf. also para. 9.1 regarding compensation for work performed in such a case). He/she shall not discontinue the engagement in an ill-timed manner (Art. 404 OR). If the Client fails to pay on time any advance payments demanded by the Attorney (cf. para. 9.2 in connection with para. 9.3), then a termination of the engagement shall not be deemed ill-timed.
5. Mutual provision of information
5.1 Provision of information by the Attorney
The Client has the right to receive comprehensive information at any time regarding the status of the case. The Attorney shall discuss with the Client in advance the content of legal briefs or other important correspondence. He/she shall voluntarily report to the Client regarding the significant content of negotiations, and shall document such correspondence for the Client by sending a copy via e-mail (cf. in this regard para. 6), telefax, or the postal service.
The Attorney shall inform the Client regarding legal aspects that are material to the case. Following the conclusion of the engagement, however, the Attorney shall no longer have any obligation to inform the Client regarding further legal developments.
In order to ensure an open exchange of information, the Client him-/herself should actively inquire if something is unclear, or if he/she is not satisfied with the performance of the engagement.
Unless the Client has issued instructions to the contrary in an individual case, or circumstances clearly dictate otherwise, the Attorney may exchange information related to the engagement with staff members or external consultants of the Client, as well as with other involved third parties (para. 8).
5.2 Provision of information by the Client
A complete and accurate provision of information by the Client regarding all relevant circumstances, including those that occur only during the course of the engagement, is a prerequisite for the Attorney’s activity. The Attorney also relies upon the timely provision of all required documents by the Client. In principle, the Attorney may presume that the information obtained from the Client is correct.
If the Client has given information to the Attorney's colleagues at the firm in other cases that could be relevant to the case in the present engagement, the Client must inform the Attorney of this fact.
6. Electronic communication
6.1 Risks
The transmission of information by electronic means (e.g. via e-mail, telefax, or Internet applications) is generally associated with risks, particularly the risk that third parties may gain knowledge of and manipulate such information, or that the information may be delivered to the wrong recipient. Such risks can be reduced through the use of encrypted transmission, e.g. by the encryption of e-mail attachments or the use of a delivery platform.
6.2 Communication within the scope of the present engagement
If information may be transmitted electronically only in encrypted form within the scope of the present engagement, the following encryption procedure should be used: 
………………………………………………………………………………………………
[The initial password is as follows: …]
The Client him-/herself is responsible for the secure handling of passwords and access data.
If no requirements for communication have been stipulated in this paragraph, the Client authorizes the Attorney to engage in unencrypted electronic communication, despite awareness of the associated risks.
These instructions may be changed by the Client at any time. To avoid ambiguity, such instructions must be sent to the Attorney in writing.
6.3 Billing for additional expenditures
Any individual third-party costs incurred in connection with an encrypted transmission of information (particularly fees for delivery platforms) may be billed to the Client in addition to a flat fee for expenses pursuant to para. 9.4.
Any additional time expenditure by the Attorney related to encryption shall be billed in accordance with the agreed hourly rate (para. 9.1).
7. File management
The Attorney him-/herself shall make a decision regarding file management for fulfilling the engagement. He/she shall have the right to manage an electronic file in addition to or in place of paper files. This may include in particular address data and data on billing for services, e-mail correspondence, and copies of all received and sent documents. All staff members of the law firm shall have access to such electronic file.
Original documents (e.g. court rulings, contracts, incoming correspondence) are generally forwarded directly to the Client. The Attorney shall also make copies of the correspondence available to the Client in electronic format (and as hard copy upon request – cf. in this regard also para. 5.2). The Client shall be solely responsible for storage of the documents sent to him/her. The Client shall have no right to management or archiving of files above and beyond the complete handover of these documents. 
In order to fulfill his/her own obligations for bookkeeping and storage of records (particularly for the tax authorities), the Attorney generally stores certain documents (e.g. fee invoices) for a period of 10 years beyond the conclusion of an engagement. The Attorney also has the right to store files, in whole or in part, for longer periods in order to allow the handling of possible follow-up questions. Should the Attorney cease his/her professional activity, he/she may hand over all existing files (paper and electronic files) to the remaining colleagues at his/her firm or to the cantonal bar association in order to fulfill any continuing statutory requirements for the storage of records.
The Attorney may outsource the maintenance or the operation of its IT system to third parties. The Client agrees in principle to such a procedure. The Attorney must ensure, however, that all requirements of Swiss laws governing attorneys and data protection are fulfilled. If involved third parties could obtain access to client data within the course of their work, they must sign a non-disclosure agreement in advance.
8. Involvement of other staff members of the law firm
The Attorney works together with the other attorneys of the law firm in an unincorporated association sharing facilities. The individual attorneys share a common corporate identity, but are solely responsible to their respective clients for performance of the engagement. The other attorneys are liable to the Client only if they are responsible as a result of their own actions in a specific case.
The Attorney may involve other staff members of the law firm within the context of the engagement (particularly other attorneys, legal staff members, or secretaries). He/she is responsible for their actions, however, as for his/her own actions. Unless otherwise explicitly agreed in an individual case, invoicing shall always be in the name of the Attorney.
Following consultation with the Client, the Attorney shall also have the right to involve external specialists (particularly domestic and foreign correspondent attorneys or other experts). Unless otherwise explicitly agreed, the associated agreements shall be formed on behalf of and for the account of the Client.
During periods of absence, the Attorney may be represented by his/her own staff members as well as his/her partners at the firm and their staff members. These persons are hereby also authorized to sign any documents (e.g. time-sensitive submissions to authorities) on behalf of the Attorney. Their representational authority, however, shall not extend beyond that of the Attorney.
9. Fee and reimbursement of expenses
9.1 Fee agreement
The Attorney shall bill the Client for the actual time expenditure. The following hourly rates (plus VAT) are hereby agreed: 
…
Should an engagement continue over multiple years, the Attorney reserves the right to adjust the hourly rates. The new hourly rates shall be established by mutual consent.
As a rule, secretarial work is not billed. If particularly time-intensive clerical work is required in an individual case, however, then separate compensation may be agreed upon for such work.
In the event that the engagement is discontinued, the Attorney shall have the right to compensation for services provided until the effective date of the discontinuation. Moreover, all services required for an orderly conclusion of the engagement must be compensated in accordance with the rates pursuant to para. 9.1 (e.g. notification of courts and parties to the proceedings regarding the termination of the engagement, compilation of a dossier for a new attorney).
9.2 Payments on account
At any time, the Attorney may demand payments on account (advance payments for services yet to be provided or payments for partial services already provided). These payments shall not bear interest.
The Attorney may submit a detailed statement, either periodically or only after the conclusion of the engagement, regarding billable hours and payments received (payments on account as well as any third-party payments pursuant to para. 9.7). The Client, however, may demand an interim statement at any time. 
9.3 Billing
Time expenditure shall be recorded in detail in units of 0.1 hours. The Client may demand at any time an excerpt of the record for past time expenditure.
The Attorney has the right to present a statement each month for services provided, and to deliver corresponding interim invoices to the Client.
Unless otherwise explicitly agreed in an individual case, invoices (interim and final statements) shall be due and payable within 30 days of the invoice date, and advance payment invoices for within 10 days. In order to properly assign payments, the ESR reference number must be used when making payments.
In addition to the fee and reimbursement of expenses, the appropriate value-added tax must be paid in accordance with the requirements of VAT law.
9.4 Reimbursement of expenses
In addition to the hourly rate, expenses in connection with the performance of the engagement must be reimbursed. In general, the reimbursement of expenses is billed as a flat fee and is specified as … % of the total fee. This includes telecommunication costs, photocopies, and postage.
If mandatory law (particularly provisions on free legal representation) prevents billing on a flat fee basis, all expenses must be reimbursed based upon actual expenditure. Unless other rates are stipulated for the Client by mandatory law, these shall be billed as follows: 
…
Unless used for other purposes, travel time shall be deemed as working hours. Travel expenses shall be reimbursed at the following rates: 
…
The Attorney need not pay in advance any fees and costs that third parties, authorities, or courts charge to the Client, even if the invoice is issued to the Attorney. If he/she nevertheless pays such expenses, however, then he/she shall be entitled to full reimbursement.
9.5 Relationship to a possible reimbursement of attorney’s fees
The reimbursement of attorney fees in the case of victory in court proceedings is regulated by law. In the relationship with the Client, the contractual fee agreement is generally determinative (para. 9.1). If the awarded reimbursement of attorney’s fees is less than the amount pursuant to the present engagement agreement (e.g. in the event of significant time expenditure despite a low amount in dispute), then the Attorney shall have the right to compensation of the differential amount. This shall be subject to mandatory provisions, however (particularly those regarding free legal representation).
Should the awarded reimbursement of attorney’s fees be greater than the contractually agreed remuneration, the Attorney shall have the right to the full amount ordered by the court.
9.6 Legal expense insurance 
The Client shall inform the Attorney regarding the existence and content of any legal expense insurance. The Client hereby explicitly authorizes the Attorney to provide the insurance company with oral or written information regarding the case. The Attorney shall inform the Client regarding relevant correspondence with the insurance company as well as payments made by the insurance company.
If there is an associated assumption of costs by the insurance company, the Attorney shall have the right to bill the insurance company directly for any claims for fees and reimbursement of expenses. In the event that the insurance company's assumption of costs is less or greater than the fee pursuant to the present engagement agreement, para. 9.6 shall apply accordingly.
9.7 Client funds
Funds that the Attorney collects for the Client shall be held in a client fund account. This is a pool account for funds from all clients. This account shall be administered separately from the other funds of the Attorney, however. The Attorney shall inform the Client voluntarily regarding any corresponding incoming payments.
Unless explicitly agreed in an individual case, client funds shall not bear interest. The Attorney shall be obligated to surrender the funds on first demand. He/she may offset them with claims for fees and reimbursement of expenses, however.
10. Venue and governing law
The contractual relationship shall be governed exclusively by Swiss law.
By signing this agreement, the Client acknowledges the Attorney's principal place of business in … as the exclusive venue, unless mandatory law prescribes a different venue.
Signatures
If the Client is a legal entity, the undersigned hereby warrant that they are authorized signatories. They shall notify the Attorney without undue delay regarding any cancellation of their signatory authority.
Place and Date:........................................................................................................
The Attorney:
...................................................................................................................................
Place and Date:........................................................................................................

The Client:
...................................................................................................................................
[Name and position of any authorized representatives]
