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Sample new pro bono matter memorandum

Thank you for accepting this pro bono matter.

Attached please find:

The referral and assessment form

This form provides:

(a)  contact details for the client;

(b)  a description of the work to be undertaken. Additional work for the client must not be undertaken without the written approval of [Pro Bono Partner] or [Pro Bono Coordinator];

(c)
the fee cap and disbursement cap.

In order to manage the pro bono budget, a cap is placed on fees and disbursements for all pro bono matters. The fee cap in this matter is $. . . and the disbursement cap is $. . . . If the fee cap is exceeded, all fees above the cap will be written off and your time reversed. This means you will not receive fee nor utilisation credit for time spent on the matter once the fee cap has been exceeded.

Please therefore carefully consider whether the fee cap is reasonable for the work to be done, and contact [Pro Bono Coordinator] immediately by e-mail if you do not consider it to be reasonable, setting out your estimate of fees and the reasons for that estimate.

Fee caps will only be increased in exceptional circumstances once work has commenced. Exceptional circumstances may include that additional work has been approved or that the matter is more complex than it first appeared (as to which a rigorous test will be applied).

If during the course of the matter you think the fee cap will be exceeded and there are exceptional circumstances justifying an increase in the fee cap, please e-mail [Pro Bono Coordinator] before the cap is exceeded setting out:

· the matter name and number

· why the fee cap is likely to be exceeded

· current fee cap

· current billings

· an estimate of fees to completion.

The draft letter of engagement

Please consider the engagement letter, amend as necessary and forward to the supervising partner for signature. Two copies of the letter should be forwarded to the client, one for the client to sign and return.

You should not commence work on the matter until the signed letter of engagement is received unless the matter is urgent.

The following documents received from the client

Opening the matter

The matter opening form has been forwarded to the supervising partner for signature. You will be notified by finance of the matter number.

Initial interview

Please notify me of the date and time of the initial interview. Usually I will sit in on the initial interview, and at that interview ensure the client is aware of the terms of engagement.

Billing

Please enter your time against the matter number in the usual way.

The matter will be billed in a billing run on or about the 15th of each month. You do not need to prepare a bill yourself. The unauthorised bill will then be forwarded by [. . .] to the supervising partner’s billing in tray for authorisation and printing. Finance will pay all authorised bills around the 23rd of each month.

Finalising the matter 

On completion of the matter, please:

(a)
ensure all bills are paid;

(b)
close the file in the usual way;

(c) archive the file in the usual way.

Procedures for pro bono matters are set out in full in the Procedures Manual at [. . .].

If you have any questions about the procedure for pro bono matters, please do not hesitate to contact me.

Once again, thank you for your assistance with this matter.

Regards

[Pro Bono Coordinator]
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