<DATE>

<CONTACT NAME>

<ORGANIZATION NAME>

<ORGANIZATION ADDRESS>

RE:
The Community Organization Representation Project and your Volunteer Attorney

We are pleased to inform you that your legal matter has been accepted for referral to an attorney through the Community Organization Representation Project (CORP) of the Volunteer Legal Services Program.  We are referring the organization to the following attorney:


<ATTORNEY NAME>

<FIRM NAME>

<ATTORNEY PHONE NUMBER>

This attorney has volunteered to assist the organization in this matter on a pro bono basis.  If you have any questions, comments, or concerns, please call Project Assistant Ki Rubin at (415) 782-8961 or Supervising Attorney Haydée Alfonso at (415) 782-8914.

Enclosed please find:

· List of Client Expectations - These are meant to explain the organization’s responsibilities as a pro bono client.  

· Client Comment Form - Please complete this form when the matter is closed.

· Client Problem Form - Return this form only if the organization is having

a problem with the attorney.

The attorney working with the organization will be providing you with an Engagement Letter or a Retainer Agreement.  Please sign and return this document to the attorney as soon as possible.

Thank you, and good luck with this legal matter.

Ki Rubin


Pierre Stroud


Haydée Alfonso

Project Assistant

Project Coordinator

Supervising Attorney

(415) 782-8961


(415) 782-8957     

(415) 782-8914

krubin@sfbar.org

pstroud@sfbar.org

halfonso@sfbar.org
October 4, 2002
<ATTORNEY NAME>

<ATTORNEY ADDRESS>

RE:
Confirmation of Client Referral

Thank you very much for accepting the following organization as a pro bono client through the Community Organization Representation Project (CORP) of the Volunteer Legal Services Program:  

<ORGANIZATION NAME>

<CONTACT PERSON>

<CONTACT PERSON’S PHONE NUMBER>

In addition to the documents relevant to the legal matter, enclosed you will find the following:

· CORP Retainer Agreement. You may choose to use this agreement, or your own retainer agreement/letter of engagement.  Please have your client read and sign an agreement.  Retain the original for your file, and return a copy to the VLSP office.  In order for this matter to be covered by our malpractice insurance, you must return a copy of the signed retainer agreement to our project.
· Handbook for Volunteer Attorneys & Advocates. The Handbook contains information on our policies relating to a variety of issues that may arise as you represent your VLSP clients.

The organization has been informed that it may be responsible for any costs or fees involved in this matter (these may include filing fees, postage, copies, telephone calls, etc.).  Please inform the organization in advance if you are going to incur any substantial costs which it will need to cover.

Once again, thank you very much for representing this VLSP client.  We greatly appreciate your pro bono efforts, as do all of our clients.  If you have any questions or concerns please do not hesitate to contact one of us:

Ki Rubin


Pierre Stroud


Haydée Alfonso

Project Assistant

Project Coordinator

Supervising Attorney

(415) 782-8961


(415) 782-8957     

(415) 782-8914

krubin@sfbar.org

pstroud@sfbar.org

halfonso@sfbar.org
