Model Termination of Mandate Letter
The purpose of this letter is to make clear that the engagement has ended and to avoid the inference that the firm has a continuing obligation to the former client.  The purpose is also to make clear that the former client is not a current client for conflict of interest purposes.  In plain language it states to the client: the matter is over, you have paid our fees, and you are no longer a client of the firm.  That means we have no further duty to look after your interests.  That also means we are free to sue you when we act for other clients on matters that are not related to the completed matter.
[Firm letterhead]

[Delivery method]

[Date]

[Client address]

Re:  
Final reporting letter and termination of retainer

Dear [client]:

We are writing to provide you with our final report and account on your matter. We confirm that [set out details of work that was done].

As there is nothing left to be done on your matter, we enclose our final account and confirm that our representation of you has ended.  We appreciate your having retained us regarding this matter.

[Ideally you have had the language in the following paragraph in your retainer agreement, and reviewed it with the client at the time of retainer]

Please note, as you are no longer our client, under applicable professional rules we may represent another client in any matter that is directly adverse to your immediate interests provided that (i) the other matter is not the same as or related to the matter in which we previously represented you and (ii) we protect your relevant confidential information. [You acknowledge that the timely establishment of a confidentiality screen will be sufficient protection of the confidentiality of such information so that our firm may represent another client in such other matter.]

[Note that how you protect confidential information will depend on the circumstances of each matter.  If you would like your client to consent to the firm’s future use of confidentiality screens to protect confidential information, include the last sentence.  Note that ultimately, the appropriateness of a confidentiality screen will always turn on the particular facts.  If you are not requesting that consent in advance, delete the last sentence.]

[In Quebec only (required by The Charter of the French language):  This letter of agreement has been drafted in English at the express request of the parties.  Cette lettre d’entente a été rédigée en anglais à la demande expresse des parties.]

If you ever have need of legal assistance in the field of [practice concentration], we hope that you will think of us again in that context. [If appropriate, add: We enclose a copy of our brochure describing our practice in [practice area].]

Sincerely,

[Signature]

I, _____________ hereby acknowledge receipt of the above letter and my agreement with all that is stated in it.

[Signature]

[Date]
About the Toolkit
This precedent is a part of the CBA Conflicts of Interest Task Force’s Conflicts Management Resources and Toolkit. An electronic version of this document is available at www.cba.org/conflicts.  The Toolkit provides lawyers with practical checklists and precedents that are intended to help them recognize, avoid and, if necessary deal with and avoid conflicts of interest.  The Toolkit documents compliment and supplement the in-depth legal discussion and analysis of conflicts issues that is in the full report and recommendations of the Task Force available at www.cba.org/conflicts
Disclaimer

The information, checklists, and model agreements and letters provided in this resource are for your consideration and use when you draft your own documents. They are NOT meant to be used “as is”. Their suitability will depend upon a number of factors, such as the current state of the law and practice in each area of law, your writing style, your needs and the needs and preferences of your clients. The model documents may require modifications to correspond to current law and practice. The information and documents provided in this Toolkit are not intended to report, establish or create the standard of care for lawyers.
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