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CONFIDENTIAL MEMORANDUM

Attorney-Client Privilege

Memo 

To: 
  File



From:
Case:
  Name of Client


Re:  
  Visit/telephone contact with client


Date:



Name, address, contact information 
[Include date of birth, ssan and any other information that might be relevant to getting records etc.   Include contact names and numbers for people who need to be contacted to get permission; advance notice requirements; times visiting is prohibited, etc.  Also include a description of how to get to where the client is located]
Circumstances of contact
[Date, time,  whether a phone call, in person, etc, place, persons present, environment, any other observations about context]
Substantive information obtained from the contact
[Organize as see fit.  Should not filter out things on basis of relevance.  Include even the chit chat though if the information itself is repetitive, you don’t need to repeat the substanc.  Include anything the client brings up as well as whatever it was the team wanted/needed to get done with the client]

Assessment
[With client, this is especially important—your feelings about client’s mood, understanding, any other issues or observations]
Follow –up needed 

[Leads for further interviews, documents, defense team tasks, motions,  actions, etc] 
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