Model “I am not your lawyer” Letter
On occasion you will meet with people who are connected with a matter but not otherwise your client. For example, where you have met with several people during the creation of a business and will end up acting for the business but not for one or more of the individuals. Or, where you meet with the children of an elderly couple in the course of doing estate planning work. In these cases an “I am not your lawyer” letter can serve to make it crystal clear for which individuals you are and are not acting.

[Firm letterhead]

[Delivery method]

[Date]

[Non-client address]

Dear sir/madam:

Re:
[Subject]
We are writing further to our meeting on [insert date]. We want to confirm that we will be representing [Name the party or parties the firm will represent] in connection with [Provide details regarding the nature of the firm’s mandate or the transaction].

We will not, however, be representing you personally.  Although we understand your personal involvement in this matter and anticipate having much contact with you throughout our mandate, please understand that you, personally, are not our client.  For this reason, we strongly recommend that you consult with your own lawyer regarding issues which have an impact on your personal interests in this matter.

We further confirm that we have not received any confidential information regarding your interests in the matter. [Where communications with the non-client involved document or property exchange: We return herewith those documents we reviewed regarding this matter and confirm that we are not in possession of any documents or property belonging to [non-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.]

Please confirm your receipt of this letter by signing and returning a copy to my attention.

Thank you very much, and we look forward to working with you.

Yours truly,

[Lawyer signature]

I, _____________ hereby acknowledge receipt of the above letter and my agreement with all that is stated in it.

[Signature]

[Date]
Source of document: Adapted by the Task Force from portions of a precedent letter by William Freivogel, an American expert on conflicts matters and precedent from the Law Society of British Columbia website.
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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