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49 of 166 reviewed decision items included a substantive service-agreement-

related issue.
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R E S O U R C E S T H E  S E R V I C E  A G R E E M E N T  P R O B L E M

A B S T R A C T  &  M E T H O D O L O G Y

A document treated as paperwork — that the record keeps
returning to

A B ST R A C T

Service agreements are often treated as

administrative paperwork in immigration

consulting practice. A review of publicly posted

CICC tribunal decision items suggests they

deserve closer attention. Of 166 posted

decision items reviewed, 49 contained a

substantive reference to a service agreement,

retainer agreement, initial consultation

agreement, engagement letter, or similar client-

service document.

The agreement issue was not always the

primary misconduct finding. In many matters it

appeared alongside other concerns —

communication, fees, refunds, competence, or

recordkeeping. Even so, the frequency is

meaningful. When the RCIC–client relationship

breaks down, the service agreement often

becomes one of the first documents everyone

looks for.

Illustrative. A signed agreement is not only a document — it is evidence of

the professional relationship.

M E T H O D O L O G Y

The review examined decision items posted on CICC's

public Past Decisions page. Each posted row was

counted as one decision item. The review looked for

substantive references to service agreements and

related terms — retainer agreement, initial consultation

agreement, engagement letter, contract of engagement,

and similar language.

Generic references to settlement agreements were

excluded, as were references unrelated to the RCIC–

client service relationship. The purpose was narrow: to

identify whether service-agreement issues appeared

with enough frequency to suggest a recurring practice-

management risk — not to rank misconduct findings or

provide a full disciplinary analysis.

Scope of this review

This review was limited to publicly posted decision

items available at the time of review. It should not be

read as a complete disciplinary database, a statistical

study of all complaints, or a legal opinion on any

individual matter.

K E Y W O R D S

RCIC Service agreement Retainer agreement

CICC Professional conduct Practice management

RCIC App

166

posted decision items reviewed

49

contained substantive agreement-related

references

~30%

included a service-agreement-related

issue
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R E S O U R C E S T H E  S E R V I C E  A G R E E M E N T  P R O B L E M

F I N D I N G S

The pattern appears in nearly one in three reviewed items
The review identified 166 posted decision items. Of those, 49 included a substantive service-agreement-

related issue. The agreement was rarely the only concern — it often appeared together with communication

failures, fee disputes, refund issues, inadequate records, competence concerns, or failures in client care. The

pattern, however, is significant.

T H E  R E C U R R I N G  P R O B L E M S

Across the reviewed items, the service-agreement issues fell into six broad categories.

01 No written agreement

Payment accepted, advice given, or representation

started without a proper signed agreement in place.

02 Late agreement

The document was created after work had begun,

after payment was collected, or after the

relationship had become problematic.

03 Incomplete agreement

Key terms missing or unclear — parties, scope,

professional fees, payment schedule,

disbursements, refunds, or complaint process.

04 Scope mismatch

The written scope described one service while the

client understood the consultant to be responsible

for something broader or different.

05 Weak amendment practice

The scope or fee arrangement changed, but the

written agreement was never properly updated to

reflect it.

06 Poor evidence & recordkeeping

Even where an agreement existed, it was hard to

prove which version was signed, when, by whom,

and what the client received.

A note on counting. The agreement issue was not always the only issue, but it often appeared with communication, fee,

refund, competence, or recordkeeping concerns. Counts reflect a manual review of posted decision items and the

terminology used in the decisions; older decisions often used "retainer agreement" or similar language.

166
posted decision items reviewed

49
contained substantive agreement-

related references

~30%
included a service-agreement-related

issue
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R E S O U R C E S T H E  S E R V I C E  A G R E E M E N T  P R O B L E M

D I S C U S S I O N  ·  W H Y  M A N U A L  S Y S T E M S  F A I L

The agreement that does not evolve with the file

The pattern is not surprising. Immigration files evolve. A

consultation becomes representation. A study-permit

matter becomes a reconsideration, a restoration

request, or a procedural-fairness response. A client adds

a spouse, child, employer, sponsor, or co-signer. Fees

change. Urgency changes. Expectations change.

When the agreement does not evolve with the file,

the consultant's risk increases.

Manual systems make this worse. A Word template may

be reused from an old file. A PDF may be emailed before

all terms are final. A client may sign one version while

the RCIC stores another. Payment may be collected

before countersignature. A scope change may be

discussed by email but never formalized.

Illustrative. A client file becomes harder to defend when scope, fees, and

amendments are scattered across tools.

When the agreement lives in many places

Word template Emailed PDF

Scanned signature Invoice

Shared folder Message thread

The issue is not simply whether the RCIC has a template — most consultants do. The better question is whether

the RCIC has a defensible system that can answer basic questions quickly:

Was the agreement prepared before paid work began? Were the correct parties named?

Was the RCIC properly identified? Was the scope clear?

Were the fees clear? Did the client sign — and did the RCIC countersign?

Was the final version preserved? Were later changes documented through an amendment?

O N  S E R V I C E - A G R E E M E N T  P R A C T I C E  R I S K

“The issue is not simply whether the RCIC has a template. The better

question is whether the RCIC has a defensible system.
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R E S O U R C E S T H E  S E R V I C E  A G R E E M E N T  P R O B L E M

R E S P O N S E  ·  F R O M  D O C U M E N T  T O  W O R K F L O W

Where RCIC App fits the workflow risk
RCIC App's Service Agreement module was designed to reduce this kind of preventable workflow risk. Instead

of relying on recycled templates and scattered documents, the consultant works through organized agreement

sections — creating, reviewing, sending, negotiating, signing, storing, amending, and billing from one

structured place.

A  S T R U C T U R E D  A G R E E M E N T  W O R K F L O W

01 Draft → 02 Review → 03 Send → 04 Client sign → 05 RCIC countersign → 06 Store →

07 Amend → 08 Bill → 09 Transfer Room

Organized sections, not scattered fields

The builder organizes the matter, parties, and clauses so

nothing is left to a recycled template.

Parties & RCIC/firm details Scope of services

Professional fees Payment schedule

Government fees Disbursements

Payment methods Refund terms

Complaint handling Confidentiality

Communication terms File retention

Illustrative. Digital workflows can help preserve the agreement, signature

history, billing step, and later amendments in one place.

The system can highlight incomplete required fields before sending. AI populate can assist with extracting draft details from

client documents, and AI review can help flag missing information, inconsistent fee math, undefined parties, and possible

gaps. The client signs through a portal without an RCIC App account; the RCIC then countersigns, and the fully signed

agreement is generated and stored as an encrypted, locked PDF. Later changes are made through an amendment rather

than by editing the original. The RCIC remains responsible for reviewing and approving the final content.
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R E S O U R C E S T H E  S E R V I C E  A G R E E M E N T  P R O B L E M

C O M P A R I S O N  ·  M A N U A L  D O C U M E N T  V S .  S T R U C T U R E D  W O R K F L O W

From a manual document to a structured workflow
The risk is not only the absence of a document — it is the absence of a reliable workflow. The table below

contrasts a manual document process with a structured approach across the points where the reviewed items

most often broke down.

Risk area Manual document process Structured RCIC App workflow

Drafting Old templates may be copied and edited

manually.

Builder organizes matter, parties, scope, fees,

payment schedule, refund policy, and related

clauses.

Completeness Missing fields may be missed before sending. Required fields can be highlighted before

sending.

Review Errors may be found only after a dispute. AI review can flag missing fields, fee

inconsistencies, undefined parties, and possible

gaps.

Signature PDFs and scanned signatures may be scattered. Client signing portal plus RCIC countersignature

workflow.

Storage Final version may be buried in email or local

folders.

Fully signed agreement can be stored as an

encrypted PDF against the agreement record.

Changes Scope changes may stay in emails or calls. Amendments can document changes after

signing.

Billing Payment may be disconnected from agreement

status.

Bill on Signing can issue a bill once the

agreement becomes fully signed.

File exchange Documents may move by email attachments. Transfer Room can provide secure file exchange

tied to the signed agreement.

What this does — and does not — do

RCIC App helps structure service-agreement workflows. It does not replace the RCIC's professional judgement. Each

licensee remains responsible for the content of the agreement, the quality of advice, file handling, fees, privacy, and

compliance with professional obligations.
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R E S O U R C E S T H E  S E R V I C E  A G R E E M E N T  P R O B L E M

L I M I T S

What the software cannot do

RCIC App does not make a consultant compliant by

itself. It does not replace professional judgement. It

does not decide whether a fee is appropriate, whether

the scope is adequate, or whether the agreement

satisfies every obligation in a particular factual context.

The RCIC remains responsible for the content of the

agreement, the quality of advice, the handling of client

funds, privacy obligations, file management, and

compliance with CICC requirements.

Independence

RCIC App is independent of CICC. It is not endorsed,

reviewed, approved, certified, or sanctioned by CICC.

It is also independent of IRCC, CBSA, IRB, ESDC, and

all government bodies. Its value is practical: a more

disciplined system for managing one of the most

important documents in the client relationship.

C O N C L U S I O N

Not an exception, but a recurring pattern
CICC tribunal decisions show that service-agreement problems are not exceptional. They appear often enough to

deserve serious attention from every RCIC. The service agreement is not merely a form to satisfy a regulatory

requirement — it is evidence of what the consultant agreed to do, what the client agreed to pay, what was excluded,

and how the relationship was structured.

When service agreements are handled manually, the risk is predictable: missing fields, unclear scope, unsigned

versions, late documentation, weak amendments, and scattered records. RCIC App helps address these risks by

moving the service agreement from a document-based task to a structured workflow. Consultants can continue

using Word files, PDFs, email attachments, and manual signatures — they can.

The better question is whether that system will still look reliable when a

client relationship breaks down.
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R E S O U R C E S D I S C L A I M E R S  &  R E F E R E N C E S

F U L L  D I S C L A I M E R S ,  R E F E R E N C E S  &  N O T E S

Important information about this publication

INFORMATIONAL USE ONLY

This publication is provided for general informational and educational

purposes only. It is not legal advice, regulatory advice, immigration advice,

professional-conduct advice, or a compliance opinion. It does not create

a consultant–client, solicitor–client, advisory, fiduciary, or regulatory

relationship with any reader, tenant, prospective tenant, client, or

third party.

SCOPE & LIMI TS OF THE REVIEW

The review summarized here was limited to publicly posted CICC tribunal

decision items available at the time of review. The counts and categories are

based on a manual review of those posted materials and the terminology

used in them, including older terms such as retainer agreement, initial

consultation agreement, and engagement letter. It was not a statistical study

of all CICC complaints, investigations, discipline matters, tribunal decisions,

or professional-conduct risks. The public register may change over

time, and decisions may be posted, removed, amended, or reorganized

after publication.

NO AFFILIATION OR ENDORSEMENT

RCIC App is privately developed software, copyright © 2026 Investatech Inc.;

all rights reserved. It is not CICC, IRCC, CBSA, IRB, ESDC, the Government of

Canada, or any provincial or territorial government body. RCIC App is not

endorsed, reviewed, approved, certified, licensed, sanctioned, or sponsored

by CICC, IRCC, CBSA, IRB, ESDC, or any government body. References to these

bodies are for contextual and informational purposes only; any public marks,

names, legislation, regulations, codes, guides, or tribunal materials remain

the property or responsibility of their respective owners.

NO GUARANTEE  OF OUTCOMES

RCIC App may assist with service-agreement drafting, workflow, e-signature,

storage, amendment, billing, and related practice-management steps. It does

not guarantee compliance with the CICC Code of Professional Conduct,

regulations, by-laws, policies, interpretation guides, service-agreement

requirements, trust- or client-account obligations, privacy obligations,

recordkeeping duties, or any other professional or legal obligation. Nothing

here is a warranty, undertaking, guarantee, representation, or promise that

use of RCIC App will prevent complaints, discipline, civil claims, client

disputes, chargebacks, refund requests, negligence allegations, privacy

incidents, regulatory findings, or other adverse outcomes.

USER R ESP O NSI BI L I TY

Each RCIC, firm, tenant, and user remains solely responsible for reviewing,

adapting, approving, and using their own service agreements; verifying their

professional obligations; maintaining professional judgement; protecting

client information; handling fees and client funds appropriately;

documenting amendments; preserving records; and ensuring that their

practice complies with applicable law, regulation, professional standards,

and contractual duties.

AI- A SSISTED FEATURES

AI-assisted features, if used, are supportive tools only. AI output may be

incomplete, inaccurate, outdated, or unsuitable for a specific matter. Users

must independently review all AI-generated or AI-assisted content before

relying on it, sending it to a client, signing it, or storing it in a matter file.

ABOUT  THE  IM AGES

Images in this publication are illustrative and were AI-generated or staged for

publication design. They do not depict real clients, real RCICs, real CICC

proceedings, real tribunal decisions, real complaints, real government

documents, or real RCIC App tenant files. Any documents, screens, names, or

scenarios shown are representative only. Readers should consult CICC

materials directly and obtain independent professional, legal, regulatory,

privacy, accounting, or practice-management advice where appropriate.
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