Costs Update Letter 1 (certificate)

SQM V3, 10/10

[Client Name]

[Client Address]
[Ref:]

[Date]

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

It is the policy of the firm to update clients on a six-monthly basis of the ongoing work being undertaken on their case and the costs incurred.

[Fee earner inserts brief summary of activity on case to date, current status of the matter and all the relevant planned activity for the forthcoming period]

	Costs incurred to date, including VAT and mark-up
	

	Disbursements to date including VAT as appropriate
	

	Disbursements commissioned to date but not yet paid including VAT as appropriate
	

	Total
	



On this basis, I would now like to confirm that my original estimate of £[insert cost] is still applicable to conclude your case.
[or]


On this basis, I would now like to alter my original estimate of total likely cost of the case to £[insert cost].  This is because [fee earner to dictate].  
Please remember that this is not a bill or a request for payment but is given purely for your information.

Yours

� } insert paragraph


� } as applicable





