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HEADER 

DATE 

 

CLIENT NAME 

CLIENT ADDRESS 

 

 Re: What to Expect from Us 

 
Dear CLIENT NAME: 
 
Thank you for hiring me for (TYPE OF LEGAL WORK).  Again, I want to express both my, and my 
entire practice’s condolences for the loss of your love done. I speak for my entire team when I 
say we take your trust in our law firm very seriously.  At all times, we want to ensure that you 
know the status of your pending case and your questions are answered.    
 
The purpose of this letter is to let you know what you can expect from my firm right now.  I am 
enclosing a copy of our signed retainer agreement with this letter for your records. 
Communication is important to me and you will receive periodic letters like this from me as I 
work on your case.  We discussed many of the items in this letter during your initial meeting in 
my firm, but I want to recap some of the important points from our conversation.   
 

1. We talked about my hours of operation.  My office is open DAYS from OPEN TIME – 
CLOSING TIME at STREET ADDRESS.  

 
2. The best way to contact me is by phone at TELEPHONE NUMBER during regular business 

hours. You may also email me at EMAIL ADDRESS, but please know that it normally takes 
me up to forty-eight (48) hours to respond to email.  If it is an urgent matter, please call 
us at TELEPHONE NUMBER. Your primary team member is NAME, but any staff member 
can assist when you call. They can also set a time for you to speak directly with me. It is 
important to relay your issue to the staff member, so I can be prepared for our scheduled 
call. This will save us time! I always want to respond to you immediately but there will be 
times when my office is busy, and I need time to pull any necessary research or review 
the file in order to properly respond. Please do not hesitate to contact me a second time 
if you do not receive a response within forty-eight (48) hours. 
 



Practice42 
Law Practice Management Resources 
Probate: What to Expect from Us Letter: Getting Started with Probate 
 

Practice42 ©  
Page 2 of 2 

3. I want to give you a quick recap of your case.  You have hired me for TYPE OF PLANNING 
as further defined in your engagement agreement.  If you have not already turned in all 
your required information to us, please try to get it to us as quickly as possible. Please do 
not hesitate to let us know if you have difficulty obtaining any information.  
 

4. Your confidentiality is extremely important to me. In your questionnaire, you identified 
who I can talk to about your case. Please advise me immediately by phone and in writing 
if you no longer wish for me to discuss your case with those identified.   
 

5. Remember, as we discussed, we take email privacy and security very seriously. Should 
you not receive a timely response to an email sent to us or should an email look “unusual” 
to you, please contact us through another method of communication and please tell us 
should you learn that you are a victim of a cyberattack in any capacity. 
 

6. Estate administration cases can be lengthy in time.  This is because there is an established 
court procedure that we must follow for every probate case.  I want to make sure you are 
aware of this from the very outset of your case. I find that most people have a 
misconception that probate will be finished quickly.  We are looking at process that takes, 
on average, at least six months and can easily exceed well over a year.  The probate begins 
with me filing your initial probate paperwork. This includes the Petition for 
Administration, together with the additional documents and fees necessary to open the 
probate estate, that are filed before the court. In most cases, when the judge reviews 
these filings and finds no issues, you can be appointed Personal Representative. When 
this occurs, we will receive notification from the court.  Once I receive the filings we need 
to move forward from the court, I will notify you. 

 
If you have any questions, please call me at TELEPHONE NUMBER.  I look forward to our 
next appointment and making good progress on your case! 
 
 
Salutation 
 
 
Enclosures 

    

 

 


