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Pro Bono Engagement Letter










[Date]

[Client Address]
RE:     Pro Bono Representation of _________________________________

Dear 
 :

We are pleased to report that we are able to represent you on a pro bono basis as members of ACC Colorado.

We will represent you, [client name] (the “Client”), in connection with [describe scope of engagement in detail] (the “Matter”). This is to confirm our understanding with you with respect to the representation. 
1. Nature of Services. The services that we provide will consist of legal advice and counseling related to the Matter. By agreeing to this representation, we do not agree at this time to represent you in connection with an appeal, or any other services beyond the scope of the Matter, described above.  The parties may agree at a later time to extend representation to an appeal or other services.  If they do so, they will sign a separate agreement to that effect.  
2. Limitation on Scope of Engagement.  Unless specifically retained, our representation of you does not include representation of any other person or entity.    
3. Fees.  We will not charge you a fee for our time for legal representation.

4. Costs. We agree to pay for certain costs associated with such representation, including routine and incidental copying charges, long distance telephone charges, occasional postage charges, and other such routine and incidental fees necessary for our representation of you. However, you agree to pay certain other expenses of a non-incidental nature, such as filing and registration fees that are required by state and other governments and agencies, fees associated with non-incidental copying, telephone, or mail or delivery services, fees related to any litigation matter, such as filing fees, transcripts, court costs, and similar costs and expenses. We will try to identify such fees and expenses to be paid by you before they are incurred so that you can assess the decision to incur such costs.  We expect costs to be paid in a timely fashion, and you agree that we have the right to cease work immediately and, if need be, to withdraw as counsel if costs are not paid in a timely manner. At our option, and in our sole discretion, we may decide to pay such costs or expenses on your behalf, without any obligation of reimbursement or repayment on your part. Any such payment by us on your behalf does not eliminate or change your obligation to pay any other such costs and expenses that we do not so pay.

5. Client’s Cooperation. In order for us to assist you, you agree to: provide us with the true and complete facts of your case; inform us of any letters, notices, or other information or documents concerning your case; sign any releases that we reasonably request you to sign in order to proceed with your case; sign a waiver if you instruct us to act contrary to our professional judgment in your case; inform us if you will be away for any length of time because of illness, vacation or other reason; cooperate with us and follow our instructions.  

6. Termination. Our representation of you may be terminated by you or by one of us at any time by written notice to you or by you. Additionally, our representation will end as soon as any of the following happens: (1) you terminate us, (2) Attorney #1 and/or Attorney #2 withdraws, or (3) the representation is substantially completed. We reserve the right to withdraw from the representation if, among other things, you fail to honor the terms of this agreement by refusing to cooperate or follow our advice on a material matter, you miss appointments, you verbally or otherwise abuse, harass or threaten us or any of our employees or we learn of any fact or circumstance that would, in our opinion, render our continuing representation unlawful or unethical. If permission to withdraw is required by a court, we shall seek that permission promptly, and termination shall coincide with the court ruling or order permitting withdrawal.   

7. Release of Information. Should it be necessary for the provision of more effective legal representation in the Matter, you agree that we may release information about your Matter to an appropriate legal service provider. You further agree that Attorney #1 and Attorney #2 may include a summary of your Matter (without reference to your name) in pro bono newsletters, websites, annual reports, and other marketing materials.
8. No Guarantee of Outcome. We agree that we will represent you in the Matter, but cannot promise or guarantee a particular outcome for your Matter.  
9. Records. Subject to future changes, we do not undertake to retain records relating to client matters after conclusion of the Matter. We recommend that you maintain your own records for reference purposes.

If you do not understand anything in this Engagement Letter or if you do not agree with any of the terms that are outlined above, please let us know in writing. Otherwise, by signing below, you agree to the terms set forth above and that this Letter represents our entire agreement with regard to the Matter. Work on any other matters will require an addition to this Engagement Letter or a new letter. 

Thank you for asking us to handle this Matter. We look forward to working with you and being of service.

Very truly yours,

__________________________________________________________________

Printed Name (Attorney #1):*__________________________________________
Colorado Bar Number: 








Printed Name (Attorney #2):*__________________________________________
Colorado Bar Number: 








Also working on the Matter are the following attorneys who are licensed to practice law and are in good standing in jurisdictions other than Colorado:    






___ 

__________________________________
Printed Name: ______________________

Printed Name: ______________________
In addition, the following non-lawyers are assigned to work under the supervision of counsel to provide assistance in this Matter:






___ 

__________________________________
Printed Name: ______________________

Printed Name: ______________________
Acknowledgment

Please sign below, acknowledging that you have read this Letter and agree with its terms and conditions. Return the original copy of this Letter with your signature to ACC Colorado at the above address. Enclosed is an extra copy that you may keep for your records.

___________________________________________________________________

(Signature)








Date

Printed Name of Client: _______________________________________________

*Attorney #1 and Attorney #2 are representing Client as members of ACC Colorado.  
Association of Corporate Counsel - Colorado Chapter
P.O. Box 929
Indian Hills, Colorado 80454-0929
Telephone: 303-757-1847 ext 107
www.acc.com
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