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[Date]

[Name]

[Address]


Re: [Limited Retainer For [Matter(s)] for [Client]]

Dear [Client]:

This will confirm that I, ___________________, of [firm], have agreed to represent you in connection with the following matter: _________________. I will be the attorney primarily responsible for working with you in this process but may be assisted by others. 
This will also confirm that my representation is only for the matter(s) listed above. My representation specifically does not include any subsequent proceedings related or unrelated to this/these matter(s) in which you may become involved. I do not represent you in any other matter than the matter(s) described in this letter.  

This letter confirms that you have engaged me to represent you in connection with the above-captioned matter. In compliance with the rules of professional responsibility, this letter is designed to confirm and formalize the terms under which I will provide these legal services to you. 
I will represent you on a pro bono publico basis, which means that you will not be charged for the legal services that I, or others on my team, provide to you. You are receiving these services under the Pro Bono Volunteer Program of the Pennsylvania Bar Association.. You agree that you will cooperate fully with us in all respects by providing all requested information as accurately and completely as possible, that you will provide any other assistance necessary for us to represent you in this matter, and that we may terminate the representation process if you do not. 
Optional Clauses (Use as Needed/Delete Unused Clauses)

. Legal Services to be Provided. Our engagement in connection with the matter described above will include all necessary negotiations, communication, research, investigation, correspondence, preparation and drafting of pleadings for the court, and any other pleadings and/or documents required in connection with the case. We will do our utmost at all times to serve you effectively and will strive to represent your interests professionally and efficiently. However, as a result of numerous unknown factors, changes in the law and the uncertainty of the legal process, we cannot guarantee the success of our efforts. 
2. Legal Fees. No payment is requested. There will be no regular invoicing to you on this case as it is being handled pro bono by me. Even though this case is being handled pro bono, the hourly costs of representation will be recorded for reporting to the Pro Bono Office of the Pennsylvania Bar Association. Our schedule of hourly rates for attorneys and other members of our professional staff is based on years of experience, specialization and training in practice, and level of professional attainment. The hourly rates will be charged for all services rendered, including but not limited to legal research, negotiation, document preparation, telephone calls, dictating and reviewing letters, and all other service and time relating to your matter.

3. Costs and Expenses. Although the fees for the services that I render will not be charged to you, you will be expected to pay for all out-of-pocket costs and expenses incurred on your behalf, including but not limited to filing fees, outside photocopy services, charges for messenger and courier services, travel expenses, expert witness fees, etc. It may be necessary for you to advance the money for those costs and expenses upon my request. I do not charge for in-house photocopying, regular postage or long distance telephone calls. 
4. Time Records. Each professional keeps a daily record of the time expended on each case, which includes the activities undertaken on your behalf, including the initial contact, consultations, correspondence, preparation of documents, court appearances and telephone calls, etc. Time charges are recorded in minimum units of one-tenth of an hour.

5. Billing Statements. I will send you a final statement for the services that I have rendered and the costs and expenses that were incurred. Invoices will be itemized showing the date of service, the nature of the service rendered, the person who rendered the service and the total amount of the expense incurred.

Please acknowledge that we have discussed the nature of this retainer, that I have answered any questions you may have about it, and that you agree with the foregoing terms, by signing a copy of this letter. I request that you retain a copy of this document (which I will provide to you) for your records, and I will do so as well. 

Aside from the formalities of this letter (which are required by the standards of professional conduct for lawyers), please know that I am very pleased by your decision to retain me as counsel in this matter. I will sincerely do my utmost to fulfill your expectations.




Very truly yours,




[firm]




By:










 [Attorney]

ACKNOWLEDGMENT:
[Client]




[Date]
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