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ABOUT
Each of the documents below is intended to provide a template for forms, letters, and court filings commonly used by Michigan attorneys. They are provided as Word documents to make them easy to edit. Feel free to modify to add your logo and to reflect the specific circumstances of each matter including applicable Michigan law and court rules as well as requirements or procedures of a particular court. These templates are meant as a tool only. Attorneys remain responsible for ensuring a template they use is accurate, current, and appropriate for the matter at hand. 
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DATE: Month Date, Year

Sent Via U.S. Mail/Email Only/U.S. Mail and Email/Fax

TO:	RECIPIENT NAME
	RECIPIENT ADDRESS
	RECIPIENT EMAIL 

RE:	Case Name, Case Number
	Letter Topic 

Dear Recipient: 

The Court has entered a Dismissal for your case. Your matter has been officially dismissed, and your case is no longer active. For your records, I have attached a copy of the court-signed Dismissal.

Your matter has been dismissed with/without prejudice, meaning that a case based on the same claims may/may not be refiled. [IF APPLICABLE: The deadline to refile the matter is X.]

As a result of the dismissal, all scheduled court hearings, deadlines, meetings, and other proceedings related to your case are cancelled and will no longer take place. [IF APPLICABLE: Any temporary orders previously entered in your matter are no longer in effect.] [IF APPLICABLE: You remain subject to continuing obligations regarding X.]

As your case is no longer active, I will close your file. If you would like to retrieve a physical copy of your file or your physical documents or property in my office’s possession, please contact my office to schedule a pickup. Please note that any physical copy of your file will require a fee. An electronic copy of your file is available to you upon request [at no charge]. Pursuant to our file retention policies, our office will retain a copy of your file for [LENGTH OF TIME].

[IF APPLICABLE: You have an outstanding balance of $X.XX with our office.] Please remit payment by DATE via ACCEPTED METHODS. -OR- Funds remain in your client trust account and will be returned to you via METHOD by DATE.

It has been a privilege to advise and represent you in your [TYPE OF MATTER] matter. Please feel free to contact me if you have any questions or if I may assist you with any legal matters in the future. 
OR
Please contact me if you have any questions regarding the dismissal of your case or the closure of your file.

Sincerely, 

[Signature]

Author Name, Position Title 
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FIRM NAME 
Attached: Dismissal Order 

[bookmark: Letter_to_Client_Regarding_Replenishment]DATE: Month Date, Year

Sent Via U.S. Mail/Email Only/U.S. Mail and Email/Fax

TO:	RECIPIENT NAME
	RECIPIENT ADDRESS
	RECIPIENT EMAIL 

RE:	Case Name, Case Number
	Letter Topic 

Dear Recipient: 

I am writing to touch base about your account balance with our office and to ensure that we can continue working on your matter without interruption. 

[USE THIS LANGUAGE IF WITHIN RETAINER AGREEMENT: As of today, your retainer balance has fallen below the minimum level outlined in our fee agreement (please see attached billing statement). Specifically, Paragraph X of that agreement states “[quote exact language]”.] [USE THIS LANGUAGE IF NO MINIMUM LEVEL STATED/PROVIDED: The funds from your                                                                                                                                                                                                                                                                                       [original retainer/most recent payment] have been depleted.] The attached billing statement explains how those funds were applied. Additional funds must be placed in your account at this time for future work on your matter. 

On DATE, our office contacted you via mail/email/phone requesting payment, and again on DATE via mail/email/phone. Unfortunately, the required payment has not been made to date.

To ensure there is no lapse in progress we have been making in your case and to ensure effective continued representation, I ask that you please replenish your retainer in the amount of $[amount] by [date]. Once received, those funds will be applied to future work performed on your behalf.

I value our attorney-client relationship and want to avoid any financial issues interfering with the work we are doing together. If you have any questions about your current balance, upcoming costs, [optional: or would like to discuss a payment plan or other arrangements,] please don’t hesitate to reach out by [DATE]. I have attached copies of your itemized statements, which have been sent to you [frequency (ex. monthly)], for you to review how the funds from your previous retainer payment(s) were used. 

If I do not hear from you or receive payment by [date], I will unfortunately have to file a motion to withdraw from representing you in this matter with the court.

Thank you for your prompt attention to this matter and I look forward to hearing from you.

Sincerely, 

[Signature]

Author Name, Position Title 
FIRM NAME 
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Attached: Invoices 
	
	
	



[bookmark: Letter_to_Client_Regarding_Court_Date]DATE: Month Date, Year

Sent Via U.S. Mail/Email Only/U.S. Mail and Email/Fax

TO:	RECIPIENT NAME
	RECIPIENT ADDRESS
	RECIPIENT EMAIL 

RE:	Case Name, Case Number
	Letter Topic 

Dear Recipient: 

Please be advised that a court date has been scheduled in your case. 

You [are/are not] required to attend the following hearing. Please add this Court date to your calendar, as you may not receive any further communication from me regarding this matter. 

Hearing Type:	[Settlement Conference/Motion X/Etc.]
In Front Of:		[Judge/Referee/Magistrate NAME] 
			[Courtroom number, Floor, and Address]
Date: 			Month Day, Year 
Time: 			X:XX a.m./p.m.
Where: 		IN PERSON 
Court Name
Court Address
Courtroom Number	
OR
ZOOM
Meeting ID
Passcode

The purpose of the hearing is X. [Share procedure, expectations, client participation, potential outcomes, etc.]. 

This hearing will be in person at the [X] Court building. Please dress professionally. Children should not attend the hearing unless their presence has been specifically requested. Please arrive at least 15 minutes before the scheduled start time to allow sufficient time for check-in.
OR
This hearing will be conducted via Zoom. Please create a Zoom account on your computer or mobile device in advance of the hearing. If you plan to use a mobile device, you may download the free Zoom app beforehand. 

Please set your display name to your legal name and include your case number, which is listed above in this letter for your reference. During the hearing, keep your camera on and remain muted unless it is your turn to speak. Please do not use the chat function to communicate with me, as chat communications may be visible to others participating in the hearing. If you need to communicate with me during the hearing, please do so via [text message/email] using the following contact information: [insert contact information].

If you experience any difficulty accessing the virtual courtroom, please contact me immediately so I may assist you. Please dress professionally and attend the hearing from a private, quiet, and distraction-free environment. You may not participate in the hearing from a moving vehicle.
OR [if client attendance is not required]
You [are not required to appear/are not permitted to appear] for this hearing. I will attend on your behalf and provide you with an update regarding the outcome of the hearing afterward. 

In preparation for this hearing, you [do not need to take any further action/must contact my office to schedule a meeting/must submit the following document(s) to me via email by [date]/etc.]: [include required documentation]. 

As always, please let me know if you have any questions.

Sincerely, 

[Signature]

Author Name, Position Title 
FIRM NAME 
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Attached: [Scheduling Order/Hearing Notice] 
[bookmark: Unavailability_Letter][Insert Logo]


DATE: Month Date, Year

Sent Via U.S. Mail/Email Only/U.S. Mail and Email/Fax

TO:	RECIPIENT NAME
		RECIPIENT ADDRESS
		RECIPIENT EMAIL 

RE:		Case Name, Case Number
		Notification of Upcoming Unavailability 

Dear [Client Name]:

I will be out of the office and unavailable from [Start Date] through [End Date]. During this time, I will not have access to email or phone and will not be reachable.

To ensure your matter continues to move forward smoothly, I encourage you to communicate any questions, requests, or time-sensitive needs no later than two (2) weeks prior to my departure. I will make every effort to address those items in advance.

In the event of a legal emergency during my absence, please contact my secretary, [Secretary Name], at [Secretary Phone Number] or [Secretary Email Address]. If there is an immediate threat to your safety, call 911. For purposes of this notice, a “legal emergency” includes:

· [Insert definition of what constitutes an emergency specific to your practice/case type].

All non-emergency calls and messages received during my absence will be returned in the order they are received upon my return.

Thank you for your understanding and cooperation. I appreciate your trust and look forward to reconnecting with you when I return.

Sincerely,


	[ATTORNEY NAME]
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