
3.12
Encouraging pro bono

The following three sample memoranda are examples of those used by firms to encourage and promote pro bono within the firm.

Sample memoranda

Memorandum to all lawyers

Pro Bono Program

We are extremely pleased to report that [number] solicitors volunteered to work on new pro bono matters in response to the [date] appeal. Solicitors volunteered to work on projects with [list of agencies]. [Number] solicitors responded to the request for help with the [agency project].
We are also grateful to those partners who have agreed to supervise on pro bono projects.

Listed below are some additional appeals for assistance which we have received in recent weeks: [List details]
Other organisations

The groups listed above represent only a fraction of the groups with which we work and of course, each group has many more cases than those mentioned. If you are interested in volunteering to work in a different area, please contact [name].
Memorandum to all fee earners from the Pro Bono Committee

· Our first pro bono newsletter has produced a gratifying response. Attached as Exhibit A is a list of new matters taken on as a result. You will soon receive an updated list of current pro bono matters with these incorporated.

· Our enquiry regarding the need for assistance produced a list of projects, listed in the attached Exhibit B. Some require the assistance of more than one solicitor.

· We have compiled a list of available pro bono training materials (attached as Exhibit C). Those marked with an asterisk are already in our library.

· We are about to canvas all lawyers who do not appear on any of our records as having billed any time to pro bono matters since [date] to ensure that our records are complete.

· We plan to send a notice to all lawyers working on pro bono matters to remind them that: (a) all original correspondence and pleadings must be filed; and (b) the substance of and contacts involved in all non-litigation matters should be documented somewhere in [Firm] records (in the form of memoranda to the files, if necessary). All lawyers will be reminded of and encouraged to review the firm’s Pro Bono Manual.

Memorandum to solicitors

At [time] on [date] the Pro bono Committee will hold the firm’s annual pro bono seminar for solicitors to discuss the wide variety of litigation and non-litigation pro bono projects available. We have invited representatives from [name of agency] which has helped match [Firm] solicitors with pro bono clients. [Senior partner] will also attend to describe the firm’s pro bono policy and commitment

Because of the high value placed on pro bono work by the firm, we believe that it is important that you attend if at all possible. The seminar will help you to become familiar with [Firm] pro bono practices and available projects.

If you do not plan to attend the seminar, please fill out the attached form and send it to [name].

I will not attend the 
Name: ____________________________ pro bono seminar on [date] 

Sample policy statements regarding credit given for pro bono time

The following statements are taken from law firm pro bono policies and show how some firms express their position on crediting time.

Example 1 

Policy on billable credit for pro bono time by lawyers

The management committee is committed to the principle that pro bono time should receive appropriate credit during evaluations and partnership selection. For years we have looked at ways to further encourage pro bono activity, such as by giving billable credit for pro bono time; but the cost in programming time and inaccurate financial records required to implement such a change proved too high.

Recently however, the Management Committee has adopted the recommendation of the Firm’s Pro Bono Committee and Pro Bono Advisory Committee, effective immediately, to treat all pro bono time as billable time on the year-end reports provided to members of the management Committee as they begin deliberation on the appointment of new partners and to the Evaluation and Compensation Committee. All monthly and other interim reports during the year will remain unchanged and will continue to show pro bono time as Firm time. But the final, year-end reports used for associate evaluation and compensation and for partnership selection will treat pro bono time as if it were time that had been reported, billed and collected.

We hope that this will reinforce the Firm’s desire to encourage individual lawyers to find time to participate in serving those unable to pay.

Example 2



Equality of treatment

Pro bono work is treated, as far as possible, in the same way, according to the same procedures, with the same diligence and timeliness, subject to the same supervision and review and with the same recognition for time spent, as any other work undertaken by the firm. Lawyers performing work on a pro bono basis will receive full fee credit in the same way as any other work undertaken by them for the firm. (See 3.1 Sample pro bono policies: 1.)
Example 3

Pro bono matters are recognized as part of a solicitor’s budget performance

Work conducted under the [Firm] Pro Bono Scheme is fully recognized within individual and practice group budgets, and must be properly recorded. An individual legal staff’s budgetary performance is calculated through the combination of billable time and pro bono time. (See 3.1 Sample pro bono policies: 6.)
Example 4

How does [Firm] regard pro bono work?

Pro bono work is highly regarded by the firm and advances a solicitor’s career. As much as possible both partners and legal staff will be involved in pro bono work. Time engaged by all lawyers in pro bono work is to be properly recorded and valued in the usual way in the firm’s records.121
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