DISENGAGEMENT LETTERPRIVATE 

CLOSING LETTER

(Sample — Modify as appropriate)

Re:
[Subject]

Dear 
[Name]:

Thank you for allowing us to represent you in the [describe] matter. To complete this matter, we will [outline any final matters you will take care of]. In addition, you will need to [outline everything the client is responsible for at this time].

Since this case is now closed, we suggest that you keep all information relating to the matter in a safe place where you can easily locate it. We are closing our file, and we are returning your original [records, documents] related to your case. As we discussed in our initial interview, we will store your file for __ years from now. The file will then be destroyed unless you request that we store it longer. If you wish us to store the file for a longer period of time, you must instruct us to do so in writing, within five days of the date of this letter.*

We hope this matter has been concluded to your satisfaction. We would appreciate it if you would fill out and return the enclosed Client Service Questionnaire. The information you provide will help us improve our services.

Thank you for allowing us to represent you in this matter. If we can be of further assistance on this or any other matter, please let us know.

Very truly yours,

[Attorney]

[Firm]
*Include language about file destruction in the engagement letter and again in the disengagement letter. This gives the client an opportunity to grant permission to destroy the file when the client has full knowledge of the case.

[NOTE:  This is a sample form only. Use of this letter will help to establish clear expectations and avoid misunderstandings between you and your client. It will not, however, provide absolute protection against a malpractice action.]
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