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Personal Injury 
Settlement Payout Procedure Guide
Settlement Process Overview: 
1. Settlement Disbursement Agreement (SDA) is prepared by the practice group.
1. SDA is sent to the settlement accounting email for review prior to sending to the client. 
1. Once reviewed and approved by accounting, the SDA can be sent to the client for signature by the practice group.
1. The signed SDA is sent over to the settlement accounting email for processing. 
1. If the SDA is received by 12:00pm on Tuesday, the settlement funds will be processed on the next settlement check run (Wednesday).

Settlement Accounting Email - set-acct@singletonschreiber.com
Please see below for further details: 

	
SDA Draft
	
  Send settlement accounting SDA draft

· Total Settlement
· Settlement totals match deposited or anticipated settlement amount.
· If not, please specify why. 
· Attorney Fees Owed
· If attorney fees are calculated outside of the standard 33 1/3% or 25%, please include an explanation.
· Referring Attorney Fees
· List their corresponding attorney fee %’s. 
· List referring attorney amount.
· Costs Advanced by Singleton Schreiber
· Total of the most recent cost report.
· For the 1st SDA, we recommend setting aside $1,000.00 for trailing costs.
· Lien Funds Withheld
· Please make it clear what liens need to be paid and what amount(s)
· Payment Method
· If already known, please check appropriate payment method box.




	
Signed SDA
	
  Send settlement accounting signed SDA
· Ensure client signed, dated and manner of payment is checked.
· Please include and attach to your email: 
· Client closing letter
· Lien holder W9
· Lien holder payee details
· Lien holder support to go along with the check


	
Manner of Payment
	
  Client checks
· Confirm mailing address to send check to
· Mailed via FedEx 2Day unless otherwise instructed

  Wire Details Required
· Bank Name
· Bank Address
· Routing Number
· Account Number
· Recipient Name
· Recipient Address
· Client DOB
· Client Phone Number

  Wire Details attached to signed SDA
· Settlement accounting will call the client to confirm wire details. 
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