Sample Engagement Letter

Although recommended, VLAA does not require volunteers to send an engagement letter. 
Date

Client’s Name

Organization/Company (if applicable)

Address

City, State, Zip 
Dear ________________:

Following up on our conversation, this letter confirms the terms of my engagement and clarifies the nature and extent of the professional services I will provide. If you find the arrangement acceptable, please sign and return one copy of this letter to me at your earliest convenience.

1. Identification of the Parties. This agreement is made between

 ___________________________________________________ ("Client") 

and ______________________________________________  ("Volunteer/Firm”).

2. General Nature of Assistance. This project was referred to Volunteer through St. Louis Volunteer Lawyers and Accountants for the Arts (“VLAA”). The scope of the project is outlined as follows: ___________________________________________________. The projected timetable for completing the project is: _____________________. Client and Volunteer may agree at a later time to extend representation to another matter. Any such extension will be the subject of a separate written agreement between the parties. 

3. Fees. Volunteer agrees to undertake this representation on a pro bono basis, which means that the Volunteer will not charge professional fees in connection with this matter. However, Client agrees to assume responsibility for all agreed upon out-of-pocket expenses incurred during the project. The following fees/expenses are anticipated: ___________. 

4. Client Responsibilities. The Client agrees to cooperate fully with the Volunteer by: 

a. providing complete information or documents that volunteer deems useful or necessary for the representation during the project; 

b. assisting volunteer in obtaining information and documents from any other sources which volunteer deems useful or necessary for the representation during the project;

c. promptly notifying the Volunteer of any changes in address, e-mail address, telephone number, or changes in the client's situation which may impact the project; 

d. maintaining regular contact with Volunteer as is necessary to complete the project; and 

e. keeping and being on time for all appointments.

5. Volunteer Responsibilities. Volunteer will rely on the information and documents provide by Client. Volunteer agrees to: 

a. keep the Client informed about the status of the project; 

b. keep all sensitive information provided by the client confidential unless authorized by the Client to disclose it; [or insert firm’s privacy policy]

c. consult with the Client before making any significant decisions about the project; 

d. return all original documents that were furnished by Client; and 

e. maintain Client’s file for ________ years.

Volunteer cannot guarantee the success of any given matter, but will strive to represent Client’s interests professionally and efficiently.

6. Uses of Document by Others. Client authorizes the use by Volunteer and by VLAA of the documents drafted during the course of the project for use in assisting other VLAA clients. However, Client may direct Volunteer to delete information in documents that client deems confidential. 

7. Discharge of Volunteer. Volunteer understands that Client may end this agreement at any time for any reason by notifying the Volunteer in writing. However, if Client is dissatisfied about the way in which professional services are being provided by Volunteer, the Client must first take his or her complaint or concern to VLAA. Client understands and hereby acknowledges that, in the event that Client discharges Volunteer, VLAA cannot and does not promise that Client will be referred to another Volunteer.

8. Withdrawal of Representation by Volunteer. Client understands that Volunteer reserves the right to withdraw from representing Client, after taking reasonable steps, including first giving client notice of intention to withdraw. Volunteer may withdraw if in his or her judgment: 

a. Client does not cooperate with Volunteer or, by Client's conduct, makes it 

unreasonably difficult for Volunteer to carry out the representation effectively or efficiently; or 

b. Client insists that Volunteer engage in conduct that is contrary to the judgment and advice of Volunteer or is contrary to law; or 

c. Continued representation of Client would result in a violation of the rules of ethics and professional responsibility; or 

d. Client is no longer financially eligible for professional services free of charge because of a material change in Client's resources or alteration in Client's objectives. Financial eligibility will be determined solely by VLAA. 

9. Dispute Resolution. Occasionally, volunteers and their clients have disputes arising from their relationship. If this happens, upon request of either Client or Volunteer, the dispute will be resolved by a neutral facilitator, acceptable to both parties, provided by VLAA.

10. Disclaimer of Liability. Volunteer will not be liable to Client for any loss or damage whatsoever, whether direct or indirect, which arises in contract, tort, by statute or otherwise in connection with professional services save only to the extent that fraud or bad faith are applicable.

11. Complete Agreement. Client has read this agreement in its entirety before signing it. Client understands the terms of this agreement and agrees that it will apply throughout the course the project. This writing represents the entire agreement between the parties. 

I am pleased to have this opportunity to assist you and look forward to working with you.

Very truly yours,

Agreed to and accepted:

_________________________________________



Client


Date:_____________________________________
