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SAMPLE ADMINISTRATIVE FORM
Only to be given to an attorney once the decision has been made to hire!
PRE-EMPLOYMENT CONFLICT OF INTEREST FORM

To avoid potential conflicts of interest within our practice, we ask that you carefully complete this form to the best of your ability.  Attach additional pages, if necessary.  An internal conflict check will be generated from your information to determine if your affiliation conflicts with clients in our practice.  If you have any questions about this form or any of the information requested, please let us know. 

Warning: DO NOT Disclose Any Confidential Client Information in Completing This Form

1. Full name (including maiden name or other legal names you may have used):
________________________________________________________________________________________

2. Position sought with the firm: ______________________________________________________

3. Identify all employers (including law firms, private or governmental legal departments, and courts), positions (including attorney, judicial extern or inter, summer law clerk, legal assistant, paralegal or legal secretary), and dates employed for every position you have held in a capacity of providing legal services.  (Attach a copy of your resume or additional sheets of paper.)

4. If in the interest of the client, identify the clients you have served in the last five years, describing generally the nature of the work, but without disclosing any confidential information: 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. If a partner or Of Counsel, list the major clients of your former firm(s):
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6. Are you aware of any clients of your former firm(s) who have had dealings with or litigation involving this firm?  If so, identify them: ________________________________________________________________________________________________
______________________________________________________________________________________________________________________________

7. If you were a judicial clerk in the last five years, identify the matters in which you were personally and substantially involved in which this firm acted as counsel for one of the parties:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8. Identify each directorship, general partnership, and office you hold with any commercial or nonprofit entity, including the name of the entity, its business, whether it is publicly held, the directors and officers, errors and omissions insurance it carries, and whether you have an investment interest in the entity:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

9. Identity any close relatives (i.e., spouse, parent, child, or sibling) or close associates who either practice law or are employed by a law firm or legal department and indicate whether you live with any of these relatives or close associates:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10. [bookmark: _GoBack]Are you or any of your relatives (or their employers) involved in litigation where this firm is representing another party?  If so, describe ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


For a full discussion of the ethical considerations in conflicts, see Restatement Third, The Law Governing Lawyers, section 121.  See also Rules Regulating The Florida Bar.  Rule 4-1.7 Conflict Of Interest: General Rule and Comment.  You may also contact the Ethics Hotline at 800-235-8619.
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