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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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[bookmark: Caption_Minor_Child]STATE OF MICHIGAN
IN THE #TH/RD CIRCUIT FOR THE COUNTY OF COUNTY NAME

[footnoteRef:1] IN RE [LAST NAME OF MINOR], MINOR(S)[footnoteRef:2] [1:  MCR 1.109 allows for the inclusion of a person's preferred pronouns or salutation in the caption, including he/him/his, she/her/hers, or they/them/theirs.]  [2:  Under MCR 1.109(D)(1)(c), in a civil action initiating document, the title of the action must include the names of all the parties, with the plaintiff [here petitioner]’s name placed first. In subsequent documents, it is sufficient to state the name of the first party on each side with an appropriate indication of other parties, such as “et al.”] 


			Petitioner,
Case No. YEAR-CASE NUMBER-CODE
Hon. JUDGE NAME 
v.						

RESPONDENT NAME,

			Respondent.

_____________________________________________________________________________/
Minor Child Caption Template



ENTITY NAME
ATTORNEY NAME (PXXXXX) 
Attorneys for Petitioner 
Address
Phone Number
Email


FIRM NAME (if represented)
ATTORNEY NAME (PXXXXX) (if represented)	  
Attorney/Attorneys for Defendant OR In Pro Per (if unrepresented)		 
Address
Phone Number
Email
_____________________________________________________________________________/

[bookmark: Caption_Civil][DOCUMENT NAME] (EXAMPLE: DEFENDANT’S MOTION IN LIMINE)
[SELECT RELEVANT COURT BELOW] [footnoteRef:3]  [footnoteRef:4] [3:  MCR 1.109(D)(1)(b) outlines caption requirements.]  [4:  MCR 1.109 (D)(1)(a) requires font size to be 12-13 point for body text and no less than 10 point font for footnotes. The document page dimensions must be 8 ½ by 11 inches.  ] 


STATE OF MICHIGAN
IN THE SUPREME COURT

-OR-

STATE OF MICHIGAN
IN THE COURT OF APPEALS

-OR-

STATE OF MICHIGAN
IN THE #TH/RD CIRCUIT FOR THE COUNTY OF COUNTY NAME

-OR-

STATE OF MICHIGAN
#TH/RD DISTRICT COURT

[footnoteRef:5]PLAINTIFF NAME[footnoteRef:6] [5:  MCR 1.109 allows for the inclusion of a person's preferred pronouns or salutation in the caption, including he/him/his, she/her/hers, or they/them/theirs.]  [6:  Under MCR 1.109(D)(1)(c), in a civil action initiating document, the title of the action must include the names of all the parties, with the plaintiff’s name placed first. In subsequent documents, it is sufficient to state the name of the first party on each side with an appropriate indication of other parties, such as “et al.”] 


			Plaintiff,
Case No. YEAR-CASE NUMBER-CODE
Hon. JUDGE NAME 
v.						

DEFENDANT NAME,

			Defendant

_____________________________________________________________________________/



Civil Caption Template




FIRM NAME (if represented)
ATTORNEY NAME (PXXXXX) (if represented)
Attorney/Attorneys for Plaintiff OR In Pro Per (if unrepresented)			 Address

Phone Number
Email

FIRM NAME (if represented)
ATTORNEY NAME (PXXXXX) (if represented)	  
Attorney/Attorneys for Defendant OR In Pro Per (if unrepresented)			 
Address
Phone Number
Email
_____________________________________________________________________________/

[DOCUMENT NAME] (EXAMPLE: DEFENDANT’S MOTION IN LIMINE)

[IF YOUR DOCUMENT IS A CASE INITIATION DOCUMENT (ex. Complaint) OR A RESPONSE TO A CASE INITIATION DOCUMENT (ex. Answer to Complaint), INCLUDE ONE OF THE FOLLOWING PROVISIONS:]

There is no other pending or resolved civil action arising out of the transaction or occurrence alleged in the complaint.

-OR-

A civil action between these parties or other parties arising out of the transaction or occurrence alleged in the complaint has been previously filed in [this court]/ [_________ Court], where it was given case number __________ and was assigned to Judge ___________. The action [remains]/[is no longer] pending.


[For family law cases ONLY, instead of the above provision, pursuant to MCR1.109(D)(2)(b) and subject to the restrictions therein, include one of the following provisions]:

There are no pending or resolved cases within the jurisdiction of the family division of the circuit court involving the family or family members of the person[s] who [is/are] the subject of the complaint or petition.

-OR- 

There is one or more pending or resolved cases within the jurisdiction of the family division of the circuit court involving the family or family members of the person[s] who [is/are] the subject of the complaint or petition. I have filed a completed case inventory listing those cases.




[bookmark: Caption_Criminal][SELECT RELEVANT COURT BELOW] [footnoteRef:7]  [footnoteRef:8] [7:  MCR 1.109(D)(1)(b) outlines caption requirements.]  [8:  MCR 1.109 (D)(1)(a) requires font size to be 12-13 point for body text and no less than 10 point font for footnotes. The document page dimensions must be 8 ½ by 11 inches.  ] 


STATE OF MICHIGAN
IN THE SUPREME COURT

-OR-

STATE OF MICHIGAN
IN THE COURT OF APPEALS

-OR-

STATE OF MICHIGAN
IN THE #TH/RD CIRCUIT FOR THE COUNTY OF COUNTY NAME
CRIMINAL DIVISION

-OR-

STATE OF MICHIGAN
#TH/RD DISTRICT COURT
CRIMINAL DIVISION

THE PEOPLE OF THE STATE OF MICHIGAN,

			Plaintiff,
Case No. YEAR-CASE NUMBER-CODE
Hon. JUDGE NAME 
v.						

[footnoteRef:9] DEFENDANT’S FULL NAME, [9:  MCR 1.109 allows for the inclusion of a person's preferred pronouns or salutation in the caption, including he/him/his, she/her/hers, or they/them/theirs.] 


			Defendant
_____________________________________________________________________________/
Criminal Caption Template

ENTITY NAME
ATTORNEY NAME (PXXXXX) 
Attorney/Attorneys for Plaintiff		 
Address
Phone Number
Email

FIRM NAME (if represented)
ATTORNEY NAME (PXXXXX) (if represented)	  
Attorney/Attorneys for Defendant OR In Pro Per (if unrepresented)			 
Address
Phone Number
Email	

_____________________________________________________________________________/

DOCUMENT NAME (EX. DEFENDANT’S MOTION IN LIMINE)




[footnoteRef:10]  [footnoteRef:11] [10:  MCR 1.109(D)(1)(b) outlines caption requirements.]  [11:  MCR 1.109 (D)(1)(a) requires font size to be 12-13 point for body text and no less than 10-point font for footnotes. The document page dimensions must be 8 ½ by 11 inches.  ] 

[bookmark: Caption_Probate]STATE OF MICHIGAN
PROBATE COURT
COUNTY OF NAME OF COUNTY

[footnoteRef:12]IN THE MATTER OF [ESTATE/GUARDIANSHIP/CONSERVATORSHIP/MENTAL ILLNESS] OF [[footnoteRef:13]RESPONDENT’S FULL NAME] (IF DECEASED, ADD DECEASED AFTER RESPONDENT’S FULL NAME) (IF A MINOR, ADD A MINOR AFTER RESPONDENT’S FULL NAME) [12:  Under MCR 1.109(D)(1)(c), in a civil action initiating document, the title of the action must include the names of all the parties, with the plaintiff [here petitioner]’s name placed first. In subsequent documents, it is sufficient to state the name of the first party on each side with an appropriate indication of other parties, such as “et al.”]  [13:  MCR 1.109 allows for the inclusion of a person's preferred pronouns or salutation in the caption, including he/him/his, she/her/hers, or they/them/theirs.] 


			Petitioner,
Case No. YEAR-CASE NUMBER-CODE
Hon. JUDGE NAME 
v.						

RESPONDENT NAME, 

			Respondent.
_____________________________________________________________________________/
Probate Caption Template



FIRM NAME (if represented)
ATTORNEY NAME (PXXXXX) (if represented)	  	  
Attorney/Attorneys for Petitioner OR In Pro Per (if unrepresented)		 
Address
Phone Number
Email

FIRM NAME (if represented)
ATTORNEY NAME (PXXXXX) (if represented)	  
Attorney/Attorneys for Respondent OR In Pro Per (if unrepresented)	 
Address
Phone Number
Email

_____________________________________________________________________________/

[DOCUMENT NAME] (EXAMPLE: DEFENDANT’S MOTION IN LIMINE)
[IF YOUR DOCUMENT IS A CASE INITIATION DOCUMENT (ex. Complaint) OR A RESPONSE TO A CASE INITIATION DOCUMENT (ex. Answer to Complaint), INCLUDE ONE OF THE FOLLOWING PROVISIONS:]

There is no other pending or resolved civil action arising out of the transaction or occurrence alleged in the complaint.

-OR-

A civil action between these parties or other parties arising out of the transaction or occurrence alleged in the complaint has been previously filed in [this court]/ [_________ Court], where it was given case number __________ and was assigned to Judge ___________. The action [remains]/[is no longer] pending.


Probate Caption Template
Letter to Client Regarding Court Date Template



	
	
	



[bookmark: Letter_to_Client_Regarding_Dismissal]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 
Letter to Client Regarding Dismissal Template
Letter to Client Regarding Dismissal Template
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 





Letter to Client Regarding Replenishment of Retainer Template

Letter to Client Regarding Replenishment of Retainer Template


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 

Letter to Client Regarding Court Date Template

Letter to Client Regarding Court Date Template


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,


Unavailability Letter Template

	[ATTORNEY NAME]

[bookmark: General_Motion][CAPTION]
[footnoteRef:14][MOVING PARTY[footnoteRef:15]]’S MOTION TO X [14:  Pursuant to MCR 2.119(A)(2)(c), for motions, quotations and footnotes may be single-spaced. At least one-inch margins must be used, and printing shall not be smaller than 12-point type.]  [15:  Such as Plaintiff, Defendant, Appellant, State of Michigan, etc.] 

	NOW COMES MOVING PARTY, MOVING PARTY’S NAME, by and through their counsel, FIRM NAME and ATTORNEY NAME (P#), and in support of his/her/its/their MOTION NAME, states as follows: 
1. This is a CASE TYPE (third party automobile negligence, divorce, etc.) case.
2. This matter was filed on FILING DATE.
3. [ANY OTHER RELEVANT PROCEDURAL OR CASE HISTORY].
4. [CHRONOLOGIAL FACTS IN SUPPORT OF RELIEF SOUGHT].
5. [LEGAL AUTHORITY GOVERNING RELIEF SOUGHT].[footnoteRef:16] [16:  Stating the grounds and authority on which a motion is based is required under MCR 2.119(A)(1)(b).] 

6. [CONNECTION BETWEEN FACTS AND LEGAL AUTHORITY GOVERNING RELIEF SOUGHT].
REQUESTED RELIEF[footnoteRef:17] [17:  Stating the relief sought in a motion is required under MCR 2.119(A)(1)(c).] 

	WHEREFORE, FIRM NAME and ATTORNEY NAME respectfully request that this Honorable Court enter an order:
1. [RELIEF SOUGHT]; and
1. Providing for any and all other relief this Honorable Court deems just and equitable.

Respectfully submitted by:
						
FIRM NAME


 ______________________________[footnoteRef:18] [18:  The signature of the person or attorney filing a motion is required under MCR 2.119(A)(1)(d).] 

ATTORNEY NAME (PXXXXX)	  
Attorney/Attorneys for [Moving Party] 
Address
Phone Number
Email	

Dated: ________________________




 


EXHIBIT [1/A] [footnoteRef:19] [19:  Use a cover page preceding each exhibit. Appropriately refence each exhibit in your motion. Check your assigned judge’s protocol regarding the submission of confidential exhibits.] 

 
 
 
 
 
 


 
 
EXHIBIT [2/B] 
 
 
 


[CAPTION]

[footnoteRef:20]BRIEF IN SUPPORT OF [MOVING PARTY]’S MOTION TO X [20:  Pursuant to MCR 2.119(A)(2), a motion or response to a motion that presents an issue of law must be accompanied by a brief citing the authority on which it is based.] 

	NOW COMES MOVING PARTY, MOVING PARTY’S NAME, by and through their counsel, FIRM NAME and ATTORNEY NAME (P#), and relies on the following in support of his/her/its/their MOTION NAME: 
1. [INSERT RELEVANT LAW RELIED UPON].
REQUESTED RELIEF
	WHEREFORE, FIRM NAME and ATTORNEY NAME respectfully request that this Honorable Court enter an order:
A. [RELIEF SOUGHT];
B. Providing for any and all other relief this Honorable Court deems just and equitable.

Respectfully submitted by:
						
FIRM NAME


 ______________________________
ATTORNEY NAME (PXXXXX)	  
Attorney/Attorneys for [Moving Party]
Address
Phone Number
Email	

Dated: ________________________


[CAPTION]
[footnoteRef:21]NOTICE OF HEARING REGARDING [MOVING PARTY]’S MOTION TO X [21:  Pursuant to MCR 2.119(A)(3), a motion and notice of the hearing on it may be combined in the same document.] 

PLEASE TAKE NOTICE that a hearing on MOTION TITLE will be held in this matter on [footnoteRef:22]DAY, DATE, at TIME before the Honorable JUDGE NAME via Zoom (Meeting ID or link)/in person at COURT ADDRESS, courtroom COURT ROOM NUMBER. [22:  Check with the court clerk, your judge’s clerk, and the Courtroom protocol to determine how to have a hearing date set for your motion. ] 


Respectfully submitted by:
						
FIRM NAME


 ______________________________
ATTORNEY NAME (PXXXXX)	  
Attorney/Attorneys for [Moving Party] 
Address
Phone Number
Email	

Dated: ________________________


General Motion Template
	
[bookmark: Motion_for_Direction][CAPTION]
MOTION FOR DIRECTION
	NOW COMES [NAME OF MOVING PARTY], and respectfully requests that this Honorable Court issue direction regarding [briefly describe issue], and in support thereof states as follows: 
1. This Court has jurisdiction over the parties and subject matter of this action.
2. On or about [DATE], [brief factual background].
3. A dispute/question has arisen concerning [describe issue requiring court guidance or clarification].
4. The parties are uncertain as to how to proceed regarding [specific issue].
5. Court direction is necessary to ensure compliance with the Court’s prior orders and/or applicable law and to avoid prejudice or unnecessary delay.
REQUESTED RELIEF[footnoteRef:23] [23:  Stating the relief sought in a motion is required under MCR 2.119(A)(1)(c).] 

	WHEREFORE, [MOVING PARTY] respectfully request that this Honorable Court enter an order:
A. Directing [specific relief requested];
B. Clarifying [specific issue/order]; and
C. Granting any other relief this Honorable Court deems just and equitable.

Respectfully submitted by:
						

 ______________________________[footnoteRef:24] [24:  The signature of the person or attorney filing a motion is required under MCR 2.119(A)(1)(d).] 

ATTORNEY/PARTY NAME (PXXXXX)	  
Attorney/Attorneys for [PARTY] 
Address
Phone Number
Email	

Dated: ________________________





 
 
EXHIBIT [1/A] [footnoteRef:25] [25:  Use a cover page preceding each exhibit. Appropriately refence each exhibit in your motion. Check your assigned judge’s protocol regarding the submission of confidential exhibits.] 

 
 
 
 
 
 



 
 
EXHIBIT [2/B] 
 
 
 

[CAPTION]
[footnoteRef:26]BRIEF IN SUPPORT OF MOTION FOR DIRECTION [26:  Pursuant to MCR 2.119(A)(2), a motion or response to a motion that presents an issue of law must be accompanied by a brief citing the authority on which it is based.] 

	NOW COMES [MOVING PARTY], by and through [his/her/their] attorney, ATTORNEY NAME, and submits this Brief in Support of the Motion for Direction: 
FACTUAL BACKGROUND
1. On or about [DATE], [brief procedural or factual history].
2. On [DATE], this Court entered an Order providing that [summarize relevant order or issue].
3. Since entry of the Order, a dispute and/or uncertainty has arisen concerning [describe conduct, disagreement, or procedural problem].
4. Specifically, [describe conduct, disagreement, or procedural problem].
5. The parties have been unable to resolve the matter without Court intervention.
LEGAL ARGUMENT
A. This Court has authority to issue direction necessary to administer and enforce its orders. Michigan courts possess inherent authority to interpret, clarify, and enforce their prior orders, as well as authority under the Michigan Court Rules to issue directives necessary for the proper administration of pending matters. [IF APPLICABLE: cite statute, court rule, or prior order.] Court intervention is appropriate where ambiguity, conflict, or procedural uncertainty interferes with the parties’ ability to comply with the Court’s directives.
B. Court direction is necessary to prevent prejudice and promote judicial efficiency. Absent clarification from the Court, the parties risk inconsistent interpretation of the Court’s prior orders, unnecessary delay, and potential prejudice. Issuing direction regarding [specific issue] will:
a. Clarify the parties’ obligations;
b. Promote compliance with the Court’s orders;
c. Reduce unnecessary litigation and disputes; and
d. Facilitate efficient resolution of this matter.
C. The requested relief is reasonable and appropriate.
REQUEST FOR RELIEF
[MOVING PARTY] respectfully requests that the Court direct the parties as follows:
1. [Specific requested direction];
2. [Additional requested relief];
3. Any other relief the Court deems just and equitable.
CONCLUSION
For the foregoing reasons, [MOVING PARTY] respectfully requests that this Honorable Court grant the Motion for Direction and enter an Order providing the requested relief.

Respectfully submitted by:
						

 ______________________________[footnoteRef:27] [27:  The signature of the person or attorney filing a motion is required under MCR 2.119(A)(1)(d).] 

ATTORNEY/PARTY NAME (PXXXXX)	  
Attorney/Attorneys for [PARTY] 
Address
Phone Number
Email	

Dated: ________________________


[CAPTION]
[footnoteRef:28]NOTICE OF HEARING REGARDING [MOVING PARTY]’S MOTION FOR DIRECTION [28:  Pursuant to MCR 2.119(A)(3), a motion and notice of the hearing on it may be combined in the same document.] 

PLEASE TAKE NOTICE that a hearing on [MOVING PARTY]’S  MOTION FOR DIRECTION will be held in this matter on [footnoteRef:29]DAY, DATE, at TIME before the Honorable JUDGE NAME via Zoom (Meeting ID or link)/in person at COURT ADDRESS, courtroom COURT ROOM NUMBER. [29:  Check with the court clerk, your judge’s clerk, and the Courtroom protocol to determine how to have a hearing date set for your motion. ] 


Respectfully submitted by:
						


 ______________________________
ATTORNEY/PARTY NAME (PXXXXX)	  
Attorney/Attorneys for [Party] 
Address
Phone Number
Email	

Dated: ________________________



Motion for Direction Template

[bookmark: Motion_to_Withdraw_with_Proposed_Order][CAPTION]

MOTION TO WITHDRAW

	NOW COMES [Plaintiff/Defendant]’s Counsel ATTORNEY NAME of FIRM NAME, who states the following in support of their Motion to Withdraw:
1. On [date], [Plaintiff/Defendant] and [Plaintiff/Defendant]’s counsel entered into a written retainer agreement/agreement/engagement to represent [Plaintiff/Defendant] in the above referenced matter. 
1. There has been a breakdown of the attorney-client relationship such that FIRM NAME no longer has the ability to adequately represent the [Plaintiff/Defendant] in this matter. 
1. An attorney may request permission to withdraw before this Court where “[include specific language of MRPC 1.16 that exists].” MRPC 1.16. [footnoteRef:30] [30:  “Discretion is the rule to be followed” when preparing a Motion to Withdraw. See https://www.michbar.org/opinions/ethics/numbered_opinions/JI-154. Avoid divulging protected information that may prejudice your client and keep your motion simple by simply citing to the relevant provision of MRPC 1.16. “Less is more” when considering what client information to disclose to the Court when seeking withdraw (see https://www.michbar.org/opinions/ethics/numbered_opinions/RI-387 ). The Court may probe for further information to determine whether the motion will be granted if necessary. ] 

1. Neither the Plaintiff nor the Defendant will be prejudiced or delayed by allowing the undersigned law firm to withdraw.
1. A copy of the proposed order is attached as Exhibit A (See Exhibit A – Proposed Order to Withdraw).
	WHEREFORE, Plaintiff/Defendant, by and through counsel, FIRM NAME and ATTORNEY NAME respectfully request that this Honorable Court enter an order:
1. Allowing the undersigned law firm and its attorney to withdraw from this matter; and
1. Providing for any and all other relief this Honorable Court deems just and equitable.

Respectfully submitted by:	
						
FIRM NAME


 ______________________________
ATTORNEY NAME (PXXXXX)	  
Attorney/Attorneys for Plaintiff/Defendant 
Address
Phone Number
Email	

Dated: ________________________




















EXHIBIT A


[CAPTION]

ORDER FOR WITHDRAWAL 

At a session of said Court held in the
City of CITY, County of COUNTY
State of Michigan on ____________________


PRESENT: HON. _____________________
CIRCUIT/PROBATE/DISTRICT COURT JUDGE


	Upon a hearing being held upon Plaintiff/Defendant counsel’s Motion to Withdraw, for the reasons stated on the record and the Court being fully advised in the premises;
	IT IS HEREBY ORDERED that FIRM NAME, and ATTORNEY NAME (PXXXXX), are withdrawn as attorneys of record for Plaintiff or Defendant in this matter. Plaintiff or Defendant shall have new counsel file their appearance with the Court promptly or shall proceed in this action, in pro per. 
	It is further ordered that all currently scheduled court dates in this matter remain unchanged, including but not limited to: 
	Hearing Type
	Hearing Date
Hearing Time 
Hearing Location
Hon. X

	This Order shall be effective upon entry. The withdrawing counsel shall serve a judge-signed copy of this Order upon CLIENT and OPPOSING COUNSEL, attorney for Plaintiff/Defendant and file a Proof of Service with the Court regarding same.
All other Orders not in conflict with this Order shall remain in full force and effect.
	This is not a final order, and this case remains open. 

						_____________________________
						CIRCUIT/PROBATE/DISTRICT COURT JUDGE

Stipulated and agreed to, and notice of entry waived:

____________________________				____________________________
CLIENT NAME						ATTORNEY NAME (PXXXXX)
Plaintiff or Defendant						Attorney for Plaintiff or Defendant





Motion to Withdraw with Proposed Order Template

Letter to Client Regarding Withdraw Request Breakdown in Relationship Template

Letter to Client Regarding Withdraw Request Breakdown in Relationship Template
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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 (Notification of Withdrawal from Representation);

Dear [Client Name]: 

After careful consideration, it has become clear that there has been a breakdown in the attorney-client relationship that prevents our office from effectively continuing representation. Despite our best efforts to address recent concerns regarding [provide reasons for breakdown, e.g., communication, case management], [the level of cooperation and trust/payment for services] necessary for a successful attorney-client relationship is no longer present.

[FOR NONPAYMENT] On DATE, our office contacted you via mail/email/phone requesting payment pursuant to the fee agreement. We reached out to you again on DATE via mail/email/phone following up on our previous request for payment. Unfortunately, the required payment has not been made to date.

Under the Michigan Rules of Professional Conduct MRPC 1.16[quote specific section], an attorney may withdraw from representation when “[quote specific rule language].” In an effort to make this process as seamless as possible, I have prepared a Proposed Stipulated Order to Withdraw for your review. By signing the stipulation, you would be consenting to my withdrawal as your attorney of record, allowing you to either represent yourself or retain new counsel of your choice. This avoids the need for a formal motion to be filed with the court and a subsequent hearing on the motion, which may add unnecessary delay. If you have found alternative counsel, please have your attorney notify our office immediately so we may prepare a Stipulation and Order for Substitution of Attorney. 

Please review the enclosed document and return it to our office, signed, by [DATE - typically 5-7 days from the letter]. Our office will then submit it to the Court for entry. If we do not hear from you or receive the enclosed by [DATE], we will file a Motion to Withdraw with the court and provide you with a hearing date. As always, we will take reasonable steps to ensure that your interests are protected during this transition, including providing you with a copy of your file upon request. If you request a copy of your file, you will be responsible for the reasonable costs of copying and delivering your documents. Any original documents in our possession may be picked up at our office by appointment free of charge.

Also enclosed please find a final bill. [Please provide your final payment along with the signed Stipulated Order to Withdraw. If you are unable to pay the final bill, please contact our office immediately to discuss terms of repayment. / Also enclosed please find a check reimbursing your funds that were left within your trust account after fees were deducted. / You bill is fully paid, and no additional fees are due to this office.]

We appreciate your prompt attention to this matter. Please contact my office if you have any questions regarding the withdraw process or this request.  

Sincerely, 

[Signature]

Author Name, Position Title 
FIRM NAME


[bookmark: Stipulated_Order_to_Withdraw][CAPTION]

STIPULATED ORDER FOR WITHDRAWAL 

At a session of said Court held in the
City of CITY, County of COUNTY
State of Michigan on ____________________


PRESENT: HON. _____________________
CIRCUIT/PROBATE/DISTRICT COURT JUDGE


	Plaintiff and his/her/their counsel having stipulated herein, as evidenced by their respective signatures below, that FIRM NAME and ATTORNEY NAME (PXXXXX) are withdrawn as counsel of record for Plaintiff or Defendant, and the Court being fully advised in the premises;
	IT IS HEREBY ORDERED that FIRM NAME, and ATTORNEY NAME (PXXXXX), are withdrawn as attorneys of record for Plaintiff or Defendant in this matter. Plaintiff or Defendant shall have new counsel file their appearance with the Court promptly or shall proceed in this action, in pro per. [Only include the following if it is safe for the client to do so.] Plaintiff or Defendant shall be served by mail at ADDRESS and may be reached by phone at PHONE NUMBER and by email at EMAIL ADDRESS.
	It is further ordered that all currently scheduled court dates in this matter remain unchanged, including but not limited to: 
	Hearing Type
	Hearing Date
Hearing Time 
Hearing Location
Hon. X

	This Order shall be effective upon entry. 	The withdrawing counsel shall serve a judge-signed copy of this Order upon CLIENT and OPPOSING COUNSEL, attorney for Plaintiff/Defendant and file a Proof of Service with the Court regarding same.
All other Orders not in conflict with this Order shall remain in full force and effect.
	This is not a final order, and this case remains open. 

																			_______________________________________
						CIRCUIT/PROBATE/DISTRICT COURT JUDGE

Stipulated and agreed to, and notice of entry waived:

____________________________				____________________________
CLIENT NAME						ATTORNEY NAME (PXXXXX)
Plaintiff or Defendant						Attorney for Plaintiff or Defendant



Stipulated Order to Withdraw Template

[bookmark: Referral_Fee_Agreement]REFERRAL FEE AGREEMENT
This Referral Fee Agreement (“Agreement”) is made and entered into as of [DATE] by and between __________________________ (“Referring Attorney”), an attorney licensed to practice law in the State of Michigan and __________________________ (“Receiving Attorney/Firm Name”), also an attorney/law firm licensed to practice law in the State of Michigan. Referring Attorney and Receiving Attorney may be referred to individually as a “Party” and collectively as the “Parties.”

Referring Attorney has an office in the State of Michigan located at [Address].
Receiving [Attorney/Firm Name] has an office in the State of Michigan located at [Address]. 

1. Referral Matter Information
Referring Attorney has referred the following legal matter to Receiving Attorney: 
a. Client Name:	 	__________________________ (“Client”);
b. Matter Description: 	__________________________ (“Matter”);
c. Date of Referral: 	__________________________.

2. Compliance, Referral, and Scope of Participation
Referring Attorney has referred Client to Receiving Attorney for legal representation in the Matter. 

The Parties agree they have complied with Michigan Rule of Professional Conduct 1.5(e), including but not limited to, the division of fees.

Prior to the referral being made, Referring Attorney confirms that they have done the following: 

· Client has been of advised and consents to the fee-sharing arrangement, preferably in writing. 
· Client has been informed of the services Receiving Attorney will provide.
· Client has been informed of the division of fee and ensured that the total fee charged to the client shall not be increased solely by reason of this referral fee arrangement.
· Client has been informed that the referral fee is considered earned when the referral is made.

Receiving Attorney agrees to assume primary responsibility for the representation of Client in the Matter, subject to the terms of any engagement agreement entered into directly with Client. 

Parties assert they are not lawyers within the same firm and the Referring Lawyer asserts they have a professional relationship with the client. Parties further assert they are active lawyers with the State Bar of Michigan in good standing at the time the referral was made.

3. Fee Sharing Arrangement. The fee division compensates the Referring Attorney solely for the referral and is not based on the amount of work performed. The parties agree to share attorney fees earned in connection with this matter according to one of the following arrangements (select one): 
☐ Percentage Split: Referring Attorney shall receive X% and Receiving Attorney shall receive X% of the net attorney’s fees actually received by Receiving Attorney in the Matter; or
☐ Flat Fee Split: Referring Attorney shall receive $___ and Receiving Attorney shall receive the remainder. 

For purposes of this Agreement, “net attorney’s fees” means the total attorney’s fees recovered after deduction of court costs, litigation expenses, and disbursements, but before any division of fees between the Parties.

Referring Attorney affirms that Client has been informed of and agrees with the fee division as chosen above.

4. Timing of Payment
Receiving Attorney shall pay the referral fee to Referring Attorney within fourteen (14) business days of receiving payment of any attorney fee related to the matter. Receiving Attorney agrees to notify Referring Attorney in writing of receipt of fees. Payment shall be accompanied by a written accounting showing the calculation of the referral fee. 

5. Method of Payment
Payment shall be made via one of the following methods (select one): 
☐ Cash
☐ Check payable to: 		__________________________
☐ ACH transfer (Referring Attorney shall provide Receiving Attorney with banking information to effectuate transfer. If information is not provided, payment shall be made via check.) 
☐ Other: 			__________________________.

6. No Partnership or Joint Venture
Nothing in this Agreement shall be deemed to create a partnership, joint venture, or agency relationship between the Parties. Each Party remains an independent attorney solely responsible for their own professional conduct.

7. File Access and Cooperation
Upon reasonable request, Receiving Attorney shall keep Referring Attorney reasonably informed as to the status of the Matter, subject to Client confidentiality and consent requirements. 

Referring Attorney shall provide all information and documents to completely represent the Client in the Matter no later than seven (7) days of the execution of this agreement subject to issues needing immediate attention due to statutory limitations or emergent needs of the Matter. 

8. Confidentiality
Parties shall maintain confidentiality of all client information in accordance with MRPC 1.6.

9. Termination
This Agreement shall terminate upon final resolution of the Matter and payment of the referral fee owed under this Agreement. Termination of Client representation does not affect Referring Attorney’s right to a referral fee for fees earned prior to termination, if any, consistent with Michigan law and ethics rules.

10. Governing Law
This Agreement shall be governed by and construed in accordance with the laws of the State of Michigan.

11. Dispute Resolution
Any dispute arising under this Agreement shall be resolved as follows (select one): 
☐ Binding Arbitration with led by a mutually agreed upon arbitrator; 
☐ Litigation in the Courts of [Venue], Michigan. In the event of litigation, both parties will be responsible for their own legal fees and costs.

12. Entire Agreement
This Agreement constitutes the entire agreement between the Parties concerning the referral fee agreement in this matter and supersedes all prior agreements or understandings concerning the same.
As evidenced by their respective signatures below, both parties understand and agree to be bound by all the terms of this Agreement.
Referring Attorney: 
Signature: 		__________________________
Printed Name:	__________________________
Date: 			__________________________

Receiving Attorney: 
Signature: 		__________________________
Printed Name:	__________________________
Date: 			__________________________
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