Template Closing Letter at Conclusion of Representation
DATE

CLIENT’S NAME

CLIENT’S ADDRESS

CLIENT’S CITY, STATE ZIP

Dear CLIENT:

Philadelphia VIP referred your case to me for assistance with [TYPE OF CASE].

I assisted you with this case by taking the following actions:

· gathered [RELEVANT DOCUMENTS]

· analyzed whether you had [LEGAL CLAIM/GOOD DEFENSE/ETC.]

· prepared document and/or filed pleading on your behalf

As a result of this work, [OUTCOME OF CASE].

Please be aware that [THINGS THAT CLIENT SHOULD BE AWARE OF].

We wish you the best of luck in the future. Should you have any questions or concerns, please contact [SPECIFIC VIP STAFF MEMBER] at [PHONE NUMBER].

Sincerely,

VOLUNTEER ATTORNEY’S NAME

Enclosures:
[RELEVANT DOCUMENTS THAT CLIENT DOES NOT ALREADY HAVE ORIGINALS AND/OR COPIES OF]

cc:
[VIP STAFF NAME]
Template Please Contact Letter for Client who has Fallen out of Touch

DATE

CLIENT’S NAME

CLIENT’S ADDRESS

CLIENT’S CITY, STATE ZIP

Dear CLIENT:

Philadelphia VIP referred your case to me for assistance with [TYPE OF CASE].

I have left several messages for you at [PHONE NUMBER], but I have not heard back from you.  It is very important that we speak soon.

 Please call me at the number below.  If I do not answer, you should leave a voicemail with the best number where you can be reached.  

I look forward to hearing from you soon.

Sincerely,

VOLUNTEER ATTORNEY’S NAME

cc:
[VIP STAFF MEMBER], via email 

Template Closing Letter for Client who has Fallen out of Touch

DATE

CLIENT’S NAME

CLIENT’S ADDRESS

CLIENT’S CITY, STATE ZIP

Dear CLIENT:

Philadelphia VIP referred your case to me for assistance with [TYPE OF CASE].

I assisted you with this case by taking the following actions:

· gathered [RELEVANT DOCUMENTS]

· analyzed whether you had [LEGAL CLAIM/GOOD DEFENSE/ETC.]

· prepared document and/or filed pleading on your behalf

I have made several attempts to contact you regarding the next steps in your case, but I could not reach you.  On [DATE], I sent you a letter requesting that you call me by [DATE]. Since I have not heard from you, I will be closing your case.
Please be aware that [THINGS THAT CLIENT SHOULD BE AWARE OF, SINCE CASE IS NOT COMPLETE; STEPS REMAINING IN CASE].

Should you have any questions or concerns, please contact [SPECIFIC VIP STAFF MEMBER] at [PHONE NUMBER].

Sincerely,

VOLUNTEER ATTORNEY’S NAME

Enclosures:
[RELEVANT DOCUMENTS THAT CLIENT DOES NOT ALREADY HAVE ORIGINALS AND/OR COPIES OF]

cc:
[VIP STAFF MEMBER], via email (without enclosures)

