Close of Case Letter

SQM V2, 10/10

[Client Name]

[Client Address]
[Ref:]

[Date]

Dear [Client Name]
Re: [Insert matter type]

We are shortly to close your file and would like to confirm the following:

Outcome of your case
[Fee earner to dictate summary]
Financial Matters

[Fee earner to dictate summary]
Documentation

If there are any documents on your file that you would like returned, please let me know within the next 14 days. At this time we will formally close your file and archive it for six years.  If, during that time, you ever require sight of your file, please tell us and we will arrange for its retrieval from storage. (Insert any time limits or cost implications)

Review Date
[Fee earner to dictate if necessary]
May I thank you once more for your instructions and remind you that, should you ever need the service of a Solicitor again, we would be glad to assist.

Yours

