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CONFIDENTIAL MEMORANDUM

Attorney-Client Privilege

Memo 

To: 
File



From: 
Case:
Name of Client
Re:   
interview/telephone call/meeting with name of witness
Date:



Name, address, contact information, connection to case, re interviewee 
[include  all information you can get that will facilitate finding this witness again -- physical and mailing addresses,  all phone contact numbers (including landline, cell, work, neighbor or other person who can get in touch with them).  Description of how to find their home/workplace.  If they will give it to you, get their ssan, dob, etc]
Circumstances of interview

[Date, time, place, persons present, interviewer observation of environment in which interview takes place, any other observations about context]
Substantive information obtained from interview

[This can be organized however the interviewer wishes.  Should be as complete as possible and should be prepared as soon as practical after interview – especially if  had to take limited notes for any reason]

Assessment
[Here is where any of the interviewer’s evaluations about the interview, the interviewee, how it will help, hurt, etc the case,  etc.  or recommended actions in light of it etc.]
Follow –up needed 

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