<<date>>
<<name, address>>

Re: Legal assistance to [insert client name]
Dear [name]: 

Thank you for volunteering to assist a nonprofit organization through the Community Legal Resources program.  Since our inception in 1998, Community Legal Resources’ volunteers have contributed an estimated $1,500,000 in pro bono legal services to over 250 nonprofits building affordable housing, attracting new businesses, feeding and sheltering the homeless, and mentoring youth in Detroit and throughout Michigan.  The enclosed brochure describes our program in more detail.  
Also enclosed is information about your client organization, [insert client name].  After our initial meeting at your office on [date and time], I will be available as a resource to you and the client and will contact you periodically to collect your hours and insure that your volunteerism is recognized publicly and throughout the legal community.  

As we discussed, you have agreed to assist with a discrete scope of work as defined in a retainer agreement signed by the client.  The scope of work for this client is as follows: [insert scope of work]. Any legal matters beyond this scope of work should come back to my office for referral, either to your firm or more broadly.  This allows us to keep track of legal matters being handled, and helps us avoid overwhelming our volunteers. 
Again, thank you for your help. If you have any questions in advance of our meeting, please feel free to contact me at (313) 309-1241 or areiter@michiganlegal.org.
Sincerely,

Alan Reiter
Legal Director
Enclosures
