First Contact Conflicts Screening Form

This form is intended to ensure that any lawyer or staff person having an initial conversation or communication with a potential client collects all information necessary for a conflicts of interest search while at the same time avoiding any disclosure to the firm of any confidential information that would trigger conflicts of interest issues with current or future clients.
Please use this form to screen incoming calls for potential conflicts of interest. In particular this form is intended to help prevent clients from intentionally creating a conflict of interest that would disqualify one of the lawyers at the firm from action on a matter.

Instructions to user:

(
Please use this form for the purpose of collecting information from a potential client for the purposes of conducting a conflicts of interest search prior to conferring or meeting with the client.

(
PLEASE DO NOT COLLECT ANY CONFIDENTIAL INFORMATION WHEN COMPLETING THIS FORM.

(
Please use the attached list of potentially relevant people or entities to make sure you collect all relevant information so that the firm can complete a proper search for a conflicts of interest search

Date:                                    
Person taking call:                                                                             
Responsible lawyer if matter is opened:                                                
Person making contact:                                                
Contact information

Phone number:                                                  
E-mail:                                                  
Address:                                                                                                                         
Potential Client(s) (people and entities)
  New client
  New matter for existing client
                                                                                                                     
                                                                                                                     
                                                                                                                     

Brief description of matter
                                                                                                                     
                                                                                                                     
                                                                                                                     
                                                                                                                     

All other people or entities involved in the matter and their role/status*
                                                                                                                     
                                                                                                                     
                                                                                                                     
                                                                                                                     
                                                                                                                     
                                                                                                                     
                                                                                                                     
                                                                                                                     
                                                                                                                     
                                                                                                                     

Conflicts search information:
Done by:
Steps taken:
Date completed:

Search results:
  No conflicts
  Confirmed conflicts
  Possible conflicts

Details on confirmed/possible conflicts:
                                                                                                                     
                                                                                                                     
                                                                                                                     

Refer to conflicts person/committee:
 Yes
 No
Retainer declined:

 Yes
 No
*Potentially relevant people or entities for a conflicts of interest search by matter type:

Litigation: insured, plaintiffs, defendants, guardian ad litem, spouse, expert witness(es), lay witness(es), opposing counsel

Corporate/Business/Real Estate: owner/spouse, partner(s), shareholder(s), director(s), officer(s), subsidiaries/affiliates, key employees, buyer(s), seller(s), property address, any opposing party in transaction, property PIN number.

Estate Planning: executor, spouse or partner/children/heirs/devisees, personal representative, testator

Probate: deceased, personal representative, spouse or partner/children/heirs/devisees, trustees/guardian/conservator

Family law: client, spouse, prior married names, maiden name, children, grandparents

Criminal: client, witness(es), victim(s), co-defendant(s)

Worker’s Compensation: injured worker, employer, insurer

Bankruptcy: client, spouse or partner, creditor(s)

About the Toolkit
This precedent is a part of the CBA Conflicts of Interest Task Force’s Conflicts Management Resources and Toolkit. An electronic version of this document is available at www.cba.org/conflicts.  The Toolkit provides lawyers with practical checklists and precedents that are intended to help them recognize, avoid and, if necessary deal with and avoid conflicts of interest.  The Toolkit documents compliment and supplement the in-depth legal discussion and analysis of conflicts issues that is in the full report and recommendations of the Task Force available at www.cba.org/conflicts
Disclaimer

The information, checklists, and model agreements and letters provided in this resource are for your consideration and use when you draft your own documents. They are NOT meant to be used “as is”. Their suitability will depend upon a number of factors, such as the current state of the law and practice in each area of law, your writing style, your needs and the needs and preferences of your clients. The model documents may require modifications to correspond to current law and practice. The information and documents provided in this Toolkit are not intended to report, establish or create the standard of care for lawyers.
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