Non-Engagement Letter
(Sample – Modify as Appropriate)

Sent by Certified Mail, return receipt requested

Re:
[Subject]

Dear
[Name]:


Based on our conversation of ________, [firm name] will not represent you in [describe the matter] because [provide reason for declination if possible and appropriate to state it].  Our decision to decline this case should not be taken as a statement of the merits of your case.


You should be aware that any action in this matter must be filed within the applicable statue of limitations.  We strongly recommend that you seek other legal counsel as soon as possible to protect your rights in this matter.







Very truly yours,







[Attorney]







[Firm]

[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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