Model Pre-RFP Meeting and Review Letter

[Firm letterhead]

[Date]

[Potential client address]

Re:
Meeting to review Request for Proposals for Legal Services [briefly describe nature of the mandate]

Dear [Contact of potential client]:

This is to confirm that you will visit this firm on [date] with respect to your Request for Proposals for Legal Services.  You wish to hire a law firm to [describe nature of the mandate], and the purpose of your visit will be to review the RFP and discuss the ability of this firm to handle this matter for you.  We understand that you will be interviewing other firms, as well.

On the telephone, we discussed the possibility that you may not hire us.  We have agreed that you will not reveal any confidential information to us in your Request for Proposal for Legal Services or at our meeting on [date].  We further agreed that nothing said or revealed at the meeting or in your RFP will form the basis for an objection on your part to our firm acting for any other current or future client.

[In Quebec only (required by The Charter of the French language):  This letter of agreement has been drafted in English at the express request of the parties.  Cette lettre d’entente a été rédigée en anglais à la demande expresse des parties.]

Thank you very much, and we look forward to our meeting.

Yours very truly,

[Signature]

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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