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-Heather K. Way, ext. 370
October 29, 2002
Ms.

Re:
Texas C-BAR, case #____________; _______________

Dear ___________:

Thank you for accepting this matter for pro bono representation.  Enclosed is an intake sheet summarizing the client=s contact information and the specific legal matter which is being referred to you, in addition to any relevant documents which the client has provided to us.  The client=s representative, _______________, has been instructed to contact you, but you should feel free to contact the client directly.

In accepting this pro bono matter, you are agreeing to represent the client on the following without charging fees for your services, subject to running a conflict of interest check: forming a nonprofit corporation and obtaining a tax exemption from the IRS.

The client is responsible for paying any external filing or reporting costs necessitated by the project which are not waived by the attorney, such as title reports, IRS filings, and other state and federal filing costs.  In the event the client has additional legal needs, you are under no obligation to accept representation on these other legal matters. If you want to provide additional representation to this client through Texas C-BAR, please contact us to provide another referral.  If you decide to not provide additional representation, we ask that you refer the client directly to Texas C-BAR for a possible referral to another Texas C-BAR attorney. I have enclosed our attorney guidelines which provide additional information about how our referrals work.

Please find enclosed the following forms which ask that you please complete at the appropriate time:

1.
Professional Services Agreement: This form sets out the responsibilities of the community-based organization and the Texas C-BAR volunteer attorney and clarifies the limitations of the representations.  Please discuss this agreement with the client to make certain the client understands the agreement. Please keep the original signed form for your files and return a signed copy to Texas C-BAR.  You are welcome to use your firm=s form instead, but please make sure that it includes the appropriate information about payment of fees. 

2.
Final Disposition: This form should be returned to Texas C-BAR upon completion of the case. Please keep track of the hours you spend on the case and record them on this form.

We will be contacting you periodically to learn the status of your case. In the meantime, please do not hesitate to contact us for assistance with any aspect of your representation. We may be able to provide forms, technical assistance, and help you address any problems that arise.

Again, thank you for your participation in Texas C-BAR and committing your time to represent this community-based organization.

Sincerely,

Heather K. Way

Project Director, Texas C-BAR 

enclosures
