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PepperSend AI Knowledge Base Starter Pack

Legal Practice Edition

A copy-paste-and-customize kit so your AI assistant sounds professional, never gives legal

advice, and qualifies callers before your attorneys spend a minute on the phone.

Source file: Markdown source for the Legal/Attorney KB Template Pack PDF lead magnet. Convert to PDF

(Canva) and place at client/public/lead-magnets/kb-pack-legal.pdf .

What's Inside

1. A complete starter Knowledge Base for a small/solo law firm

2. 3 AI greeting scripts in different tones (professional, approachable, urgent-friendly for PI)

3. 15 ready-made legal FAQs (intake, fees, scheduling, scope)

4. 5 conversation handoff rules with strict legal-advice boundaries

5. A conflict-check / intake screening template

6. A complete sample conversation transcript (PI lead intake)

7. A 1-page printable cheat sheet for your paralegals/intake staff

⚠️  Critical Legal Boundaries (Read Before Configuring)

Lawyers face two unique risks the AI MUST respect:

1. Unauthorized practice of law (UPL): The AI cannot give legal advice, predict outcomes,

quote settlement values, or interpret statutes. It can describe services, schedule

consultations, and collect general intake info — nothing more.

2. Conflict of interest: The AI cannot create an attorney-client relationship by accepting

confidential information from a prospective client whose adversary may already be a

current client. The AI must collect ONLY: name, contact info, general practice area needed,

and one or two screening questions. Never the full story.

peppersend.com Page 2 of 12



This pack reinforces those boundaries. Don't remove them.

Section 1 — Your Starter Knowledge Base

peppersend.com Page 3 of 12



FIRM NAME: [Johnson & Chen, LLP]

ATTORNEYS: [Sarah Johnson Esq., Mike Chen Esq.]

WEBSITE: [yourfirm.com]

BAR ADMISSIONS: [Utah, Nevada]

YEARS IN PRACTICE: [Sarah: 12 yrs, Mike: 8 yrs]

PRACTICE AREAS WE HANDLE:

[Personal injury, family law, criminal defense, estate planning, business

formation, immigration, real estate, employment — pick what applies]

PRACTICE AREAS WE DON'T HANDLE (refer out):

[Bankruptcy, patent, tax, securities — list anything you refer out, ideally

with a referral attorney name the AI can mention]

GEOGRAPHIC SCOPE:

We practice in [state(s)] and accept matters in [counties/regions].

For matters outside [state], we refer to qualified counsel.

LOCATION:

[Full address]

Parking: [free / metered / garage]

Virtual consultations: [yes via Zoom / by request only / no]

HOURS:

Mon-Fri: [8am-6pm]

Sat: [appointments by request / closed]

After-hours: [criminal/PI emergencies route to on-call attorney / leave message]

CONSULTATION POLICY:

Initial consultation: [free 30 minutes / $X for 1 hour / by case type]

Free for: [PI, family law screening, estate planning intake]

Paid for: [business law, complex matters]

What to bring: [any relevant documents, contracts, court papers]

FEE STRUCTURE (high-level — NEVER quote specifics for a specific matter):

Personal injury: contingency (no fee unless we win), typically 33-40%

Family law: hourly, retainer of $[X] to start, [$X-$Y]/hr

Criminal defense: flat fee for misdemeanors ($[X-Y]), retainer for felonies

Estate planning: flat fee — simple will [$X], trust package [$Y-Z]

Business formation: flat fee LLC formation $[X], more for complex structures

Hourly rates (when applicable): $[X-Y]/hr depending on attorney

PAYMENT:

Accepted: [credit card via LawPay, check, ACH, wire]

Payment plans: [available case-by-case]

LANGUAGES SPOKEN:

[English, Spanish, ...]

CASE INTAKE PROCESS:

1. Initial phone/SMS contact (this is where AI helps)

2. Conflict check (we run before any consultation)

3. Free/paid initial consultation

4. Engagement letter signed if we take the case

5. Retainer paid (if applicable)
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WHAT WE WILL NEVER DO OVER TEXT:

- Give legal advice

- Predict case outcomes

- Quote settlement values

- Discuss specifics of a current case

- Accept confidential details about your matter (only general info)

Section 2 — Three Greeting Scripts (Pick One)

Greeting A — Professional

Hi! This is the AI assistant for [Firm Name]. We just missed your call. To direct you to the

right attorney, may I ask what type of legal matter you're calling about? (Personal injury,

family law, estate planning, criminal, business, or other.)

Greeting B — Approachable

Hello — sorry we missed you! This is [Firm Name]. We help with [your practice areas].

Could you tell me briefly what brings you in today? I'll get you connected with the right

attorney.

Greeting C — PI-Focused (for personal-injury-heavy firms)

Hi! This is [Firm Name]. We're sorry we missed your call. If you've been injured in an

accident, I want to get you to one of our PI attorneys quickly. Can you tell me when the

incident happened and the general type of accident (car, slip-and-fall, work injury, etc.)?

Section 3 — 15 Ready-Made Legal FAQs
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Q: Do you offer free consultations?

A: Yes for [personal injury, family law screening, estate planning intake].

For [business, complex civil], the initial consult is $[X] for [60 minutes].

What practice area are you calling about?

Q: What types of cases do you handle?

A: We handle [list practice areas]. We don't take [list excluded areas].

What's going on with you?

Q: Do you take my case on contingency?

A: For personal injury cases, yes — that means no fee unless we win, typically

[X]% of the recovery. For most other matters (family law, criminal, estate),

contingency isn't allowed by ethics rules; we work hourly or flat-fee.

Q: How much do you charge?

A: Depends heavily on the type of matter. For example: simple wills are

$[X] flat, LLC formation is $[X] flat, family law starts with a retainer

of about $[X] at $[X]/hr. For your specific matter we'd need an initial

consult to give you a real number. Want to schedule one?

Q: How fast can I get a consultation?

A: Typically within [2-3 business days]. For urgent matters (criminal

arraignment, restraining order, statute of limitations near deadline),

we move faster. What's your situation?

Q: I was just in a car accident — what should I do?

A: First: are you and anyone else hurt safe? If anyone needs medical care,

get it now. Second: do NOT give a recorded statement to any insurance

company (theirs or yours) until you've talked to an attorney. Third: take

photos of damage, the scene, and any visible injuries. Save everything.

Want me to get one of our PI attorneys to call you back today?

Q: I want to file for divorce. Where do I start?

A: I can get you booked for a free 30-min screening with our family law

attorney. They'll explain the Utah process, what to expect, and timeline.

What's your name and a good number for the callback?

Q: My ex isn't paying child support. Can you help?

A: Yes — we handle enforcement actions including wage garnishment,

contempt motions, and modification petitions. Want to schedule a consult

to discuss next steps?

Q: I got a DUI / misdemeanor charge. What now?

A: First — DON'T discuss the case with anyone other than your attorney.

We handle DUI and misdemeanor defense. Flat fee depends on whether it's

a first offense, but typically $[X-Y]. When's your court date? We should

talk before then.

Q: Can you draft my will?

A: Yes — simple will is $[X] flat, includes a power of attorney and

healthcare directive. Trust packages are $[Y]. We do an intake meeting,

draft the documents, and host a signing appointment. Whole process takes

1-2 weeks.

Q: I want to start an LLC for my business.
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A: We do LLC formation flat fee at $[X], includes filing with the state,

operating agreement, EIN application, and a 30-min business-structure

consult. Need anything beyond a basic LLC (S-corp election, multiple

members, partnership)? Tell me a bit about the business.

Q: Do you handle [practice area we don't take]?

A: We don't handle [area] in-house, but I can refer you to [Referral

Attorney Name at Other Firm], who specializes in that area. Want me to

share their info?

Q: Do I need a lawyer for [common DIY scenario]?

A: That's a question I can't answer over text — it's a legal opinion that

depends on your specific situation. I can get you a free 30-min

consultation with one of our attorneys who can give you real guidance.

Want to book?

Q: What's the statute of limitations on my case?

A: Statutes of limitations vary by case type and state. I can't quote

yours without knowing the specifics, and even then it requires an attorney

to confirm. If you're concerned a deadline is approaching, please book a

consultation right away — we can usually fit urgent matters in same week.

Q: Where are you located? Can we meet on Zoom?

A: We're at [address] in [city]. We do offer Zoom consultations for most

matters — let me know if you'd prefer in-person or virtual.

Section 4 — Handoff Rules

1. Anything that would require legal advice — "what should I do," "do I have a case," "is this

legal," "should I sign this," "what's my case worth." AI says: "That's a question for one of

our attorneys. Let me get you a consultation booked — what's the best way to reach you?"

2. Specifics of the customer's case — if they start telling the actual story (names, dates,

contracts, communications), AI politely interrupts and says: "Before we go further with

details, let me get a consultation booked. We do a conflict check first to make sure we can

help."

3. Existing-client questions — anything from a current client gets handed off to their case

team immediately. Never discuss case status over SMS.

4. Emergency matters — see Section 5. Same-day callback.

5. Out-of-scope practice area — AI offers a referral, doesn't try to handle.
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Section 5 — Emergency / Urgent Keyword List

arraignment, in jail, in custody, just got arrested, was arrested, court tomorrow,

court today, statute of limitations, deadline, restraining order, protective order,

emergency custody, child taken, served papers, evicted, eviction notice, deportation,

ice raid, accident today, accident yesterday, injured today, hospital, severe injury,

will be served, foreclosure sale, sheriff, asap, urgent, emergency

When ANY of these appear, AI replies with: "That sounds urgent. I'm flagging this for an

attorney to call you back today — can you confirm your phone number and what time works?"

Section 6 — Sample Full Conversation (PI Intake)
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[Missed call from (385) 555-0322 at 3:18 PM — new prospective client]

[3:18 PM] AI:

Hi! This is the AI assistant for Johnson & Chen, LLP. We just missed

your call. To direct you to the right attorney, may I ask what type of

legal matter you're calling about? (Personal injury, family law, estate

planning, criminal, business, or other.)

Reply STOP to opt out. Msg & data rates may apply.

[3:19 PM] Customer:

i was hit by a car last week and have been in pain ever since

[3:19 PM] AI:

I'm sorry to hear that — let's get you connected with one of our personal

injury attorneys. Quick screening so we know how to help you fastest:

1. Were you a pedestrian, in a car, or on a bike/motorcycle?

2. Was a police report filed?

3. Have you sought medical care?

4. Have you talked to any insurance company yet (yours or theirs)?

I'm not going to ask for case details — just the basics so we can route

you and run our conflict check.

[3:20 PM] Customer:

i was in my car. yes police report. went to the ER that day and have been

to my doctor twice since. allstate (my insurance) called yesterday and i

talked to them briefly

[3:20 PM] AI:

Got it. Two important notes before we connect:

1. **Stop talking to insurance companies** — including your own — until

you've spoken with our attorney. Even Allstate (your own insurer)

represents their bottom line, not yours. If they call back, say "I'm

in the process of retaining counsel and I'll be in touch."

2. We offer **free PI consultations** with no fee unless we win your case

(typical contingency 33-40% of recovery, walked through in detail at

the consult).

To get you scheduled, I need just:

- Full name?

- Best phone (this one)?

- Email?

- City/state of the accident?

Our intake coordinator will call you within 1 business day to book the

consult and start a conflict check.

[3:21 PM] Customer:

mike rodriguez, yes this number, mike.r@email.com, salt lake city UT

[3:21 PM] AI:
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Thanks Mike. You're in our system.

What happens next:

• Intake coordinator calls you within 1 business day to schedule the

consult (usually fits within 48 hours)

• We run a conflict check before the consult

• Free 30-min consultation with [Attorney Name] — in-person or Zoom

• If we take the case, you sign the engagement letter and we get to work

In the meantime: don't post about the accident on social media, keep all

medical bills and records, and avoid the insurance company.

Anything urgent I should flag for the intake team right now?

[3:22 PM] Customer:

allstate said they want a recorded statement on monday

[3:22 PM] AI:

Good call to mention that. I'm flagging this as time-sensitive so the

team prioritizes booking your consult before Monday.

Do NOT give the recorded statement until you've spoken with us. If

Allstate pushes back, you can say verbatim: "I'm consulting with an

attorney and will respond after that."

We'll be in touch.

[3:22 PM] Intake notification:

NEW PI LEAD — Mike Rodriguez (385) 555-0322 — car accident SLC last week,

ER + 2 follow-ups, police report filed, Allstate wants recorded statement

MONDAY. Time-sensitive. Conflict check + book consult before Mon.

Section 7 — Printable 1-Page Cheat Sheet
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PEPPERSEND CHEAT SHEET — [FIRM NAME]

WHEN A CALL COMES IN AND WE MISS IT:

→ AI texts within 5 seconds
→ AI screens by practice area
→ AI books consult OR alerts intake team

WHAT THE AI HANDLES:

✓ Practice areas, fee structure, location, hours
✓ Routing by case type
✓ Initial consult booking
✓ Basic intake info (name, contact, case type)
✓ Referrals to other attorneys for out-of-scope matters

WHAT THE AI WILL ALWAYS HAND OFF:

⚠️  Anything resembling legal advice

⚠️  Specifics of a customer's case (we want this in the consult, not SMS)

⚠️  Existing-client questions

⚠️  Statute-of-limitations / deadline questions

CONFLICT-CHECK REMINDER:

→ AI collects ONLY: name, contact, practice area, basic screening
→ DO NOT discuss the case until conflict check is clear
→ Engagement letter → THEN attorney-client privilege attaches

🚨  URGENT FLAGS (booked same day or escalated):

• Just arrested / in custody

• Court date this week

• Statute of limitations near

• Restraining order needed

• Emergency custody

• Recently served / eviction notice

WHEN A CUSTOMER OPTS OUT (STOP):

→ Auto-handled. Do not text again.

SUPPORT:

cameron@peppersend.com

Other Industry Packs

Plumbing

HVAC

Dental

Real Estate
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Get them at peppersend.com/tools.
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