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MEDIATION INTAKE FORM

	Question
	Response

	What is the name of the party you act for?
	

	What are the names and contact details of that party’s legal representative/s?
	

	What is the general nature of the dispute, insofar as if affects your party?
	

	When and how did the dispute arise?
	

	Are proceedings on foot? If so, when were they commenced and what stage have they reached? Has a hearing date been set, and if so, when are the proceedings listed and how long for? If no hearing date has been set, when are the proceedings likely to be heard?
	

	What claims are made by or against your party (and for what amount/s)?
	

	Have the parties to such claims attempted settlement by correspondence, face to face meeting or mediation? If so, when and by what means?  What offers were exchanged (and when) and what belief is held as to why negotiations did not succeed?
	

	What can be done to facilitate better negotiations (on either or both sides)?
	

	Why have the parties chosen to mediate at this particular time?
	

	What are the primary areas of significant current disagreement in respect of the claims that affect your party?
	

	What issues (other than these significant areas of disagreement) might it be useful to discuss at the mediation?
	

	Are there any issues (other than those raised by the dispute itself) that may impact upon negotiations?
	

	Who will attend the mediation on your part (including any legal advisors)?
	

	Who do you believe should (or should not) attend the mediation on any other party’s part?
	

	Is there any other information that you would like to convey that could be relevant to the way in which the mediation proceeds on the mediation date?
	

	Is there any information or documentation that should be exchanged (or made available by the other party) prior to the mediation? If so, what is that information or documentation and how would it facilitate better negotiations?
	

	What dates are available for a pre-mediation conference?
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