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THE ASSOCIATION OF EUROPEAN LAWYERS - MEMBERSHIP REVIEW
Section 1 – pre-review questionnaire (to be completed in preparation for the face to face review)

	1 
	Firm Name:
	

	2 
	Date of Review:
	

	3 
	Type of firm, i.e. Partnership, LLP, Corporation or Association
	

	4 
	Jurisdictions in which you operate:
	

	5 
	Who is responsible for the firm’s management:
	

	6 
	Head Office Address:
	

	7 
	Telephone: 
	

	8 
	Other Offices (if applicable):
	

	9 
	Key Contact names and email addresses (at least x2):
	

	10 
	Firm Website address:
	

	11 
	Number of Partners:
	

	12 
	Number of Other Lawyers:
	

	13 
	Can business be conducted in English?
	

	14 
	Does your bar association provide any ranking, status or quality index on law firms?  (If yes, please detail the index and the ranking for your firm):
	

	15 
	Recognition in Market (e.g. Chambers and Legal 500):
	Chambers: 

Legal500:



	16 
	Areas of Practice (please indicate approximate percentage of turnover attributable to each area):
	

	17 
	Membership of other networks or affiliations (if yes, please detail which):
	

	18 
	International Practice: percentage of firm’s turnover and countries in which local law is practiced:
	

	19 
	Partner/Associate/Assistant Lawyer hourly charge-out rate (or other method of calculating fees) (summary):
	

	20 
	Strategy (summary) and who is responsible for that plan:
	

	21 
	How does your firm avoid conflicts of interest?
	

	22 
	What is your equality and diversity policy?
	

	23 
	Insurance Cover Details (limit per claim):
	

	24 
	Does your firm have a continuing professional development policy or program for continuing education of lawyers?  (If yes, please describe):
	

	25 
	What restrictions do you have on publicity that would affect publishing firm or client information on the AEL website:
	


Section 2 – actual review questionnaire (to be completed as part of review interview)

· Has a minimum attendance of at least one member of your firm, to either the AGM or the Training Seminar, been achieved in the last 36 months? 
· Have you paid your 2012 subscriptions?

· Has a minimum attendance of at least one member of your firm, at an SIG, been achieved in the last 36 months?
· Do you have any thoughts on SIGs and how these might be improved, expanded upon or do you have anyone within your firm who would be willing to be an SIG convenor?

· Do the key contacts in your firm disseminate the information received by them from the AEL within your firm? 
· Do you raise the awareness of AEL and its function within your firm and distribute the AEL Directories within the firm and to clients?

· Does your firm promote AEL and act in its interests; if so, please give examples?
· Of which other networks or international associations are you a member?

· How do you see your firm becoming/remaining a proactive, long-term member of AEL?

· Do you have any plans to expand your firm outside your country or jurisdiction, particularly in another jurisdiction or country in which another AEL member firm is present? (It is appreciated that such information may well be confidential, however, where possible a report on existing strategy, i.e. growth patterns (demerger or merger), departures within the past five years, offices, practice area changes and groups, lawyers, management structure, technology resources, quality control procedures, conflict avoidance procedures, any criminal or disciplinary proceedings involving the firm or any member of the firm and other areas deemed relevant for review, would be greatly appreciated.)
· Does your firm advertise AEL on their own website?

· Would your firm be/is your firm still willing to host AEL meetings from time to time?

· Does your firm have any ideas how it or the association generally can contribute to strengthening the network and generating more client work within the network?

· Do you feel that you respond satisfactorily to the requests of other members (including requests from AEL), i.e. responding promptly to other member firms seeking information or assistance (maintaining firm and member profiles, keeping this updated with the latest information and keeping AEL Executive Team informed generally but in particular if a Web Contact or Key Contact changes or leaves)? Do you have experience of the communication of other member firms (good or bad) that you are willing to divulge?
· What would you like from AEL as a network to assist you in business?

· What do you feel about the review process today?
Section 3 – reminder of the Key Performance Indicators (KPI) of membership of the AEL
· Appreciation of the importance of the relationship of mutual trust, and the importance of maintaining high standards of quality within AEL.
· Willingness to introduce other AEL members to your clients who need advice in jurisdictions that AEL members cover.
· The ability to report to AEL your referral track record, in and out (if not why not?)
· Participation in the reciprocal arrangements of secondments of staff.
· Necessary levels of skilled staff to handle work referred.
· Maintenance of a flow of referrals to other member firms.
· The hosting AEL events.
· Website Contact nominated.
· Subscription payment within 30 day term.
· AEL website link on own website.
· Completed firm and individual profiles on AELonline. 
· Observance of the AEL Code of Conduct.
· Expedient invoicing and payment.
· Providing a range of currency payment methods. 
· Referrals tracked. 
· Referral forms submitted via AELonline. 
· Service feedback requested from clients.
· Peer feedback sought on services provided to other member firms.
· Peer feedback requested from other member firms.
· Maintain contact with client throughout
· Keep Executive Committee informed of complaints/raising issues with other Key Contact Partners. 
· Maintaining recognition in your firm’s local market (e.g. in directories).
· Compliance procedures/quality control/client service feedback.
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