



Engagement Letter





Dated as of :
Personal and Confidential
Prospective Client
RE:
Eviction of Tenant

Dear _______________________:


I appreciate the opportunity to act as your legal counsel. This letter sets forth the basic terms upon which you have engaged this office to represent you, including the anticipated scope of our services and the billing policies and practices that will apply to the engagement.


Although we expect our normal method of communication will be less formal than a written statement such as this, we believe it is important to set forth the terms of our engagement. We request that you review this letter carefully and, if it is consistent with your understanding of our respective responsibilities, please return a signed copy of this letter to me at your earliest convenience. Enclosed is an additional copy of this letter which you should retain in your records.


In order to avoid confusion in the future regarding the terms of our representation, we believe it will be helpful to set forth in this letter the basic terms of our engagement. They are as follows:


Scope of the Engagement

Representation of the client and prosecution of the central matter of this engagement: namely, possession of the unit of housing at Main Street, Apt. 2
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Representation of the Landlord/Client shall include: 

1. Preparation, Service and Receipt of the Notice to Quit on the Tenant or occupant. 

2. Upon the expiration of the notice to quit, preparation of the summary process complaint and summons to be served upon the tenant and filed with the court within the appropriate time guidelines to insure the client of a speedy hearing on the eviction. 

3. Attendance with the Client at any and all court sponsored mediation sessions, hearings and or trial, if necessary. 

4. Preparation and service of any required pleadings, answers or discovery requests. 


Case Management

It is understood and agreed that Attorney Mark Twombly Lee shall be the supervising attorney in this case. Attorney Lee shall have sole discretion to determine whether he other partners, associates or paralegals shall perform any specific task required in connection with the Firm's representation of the Client. The Client understands that, from time to time, others will be actively involved in the conduct of any central and/or ancillary proceedings on behalf of the Client.

Billing Policies and Procedures

I will require an initial retainer in the amount of  _______________________,($________.00), dollars on receipt of which I will commence my representation of your matter. The retainer will be applied against legal services actually performed, our charges for which will be our standard hourly rates in existence at the time services are rendered. Currently, our hourly rates range from $ 125.00 dollars to $ 250.00 dollars depending on the time demands or degree of difficulty placed on the  lawyer performing the services. My services, at present, are billed at a rate of $ 250.00 dollars per hour and I may determine it necessary to utilize the services of other attorneys in the office, or additionally to utilize the work of paralegals, whose time is, at present, billed at $ 90.00 dollars per hour. The services performed in a housing court matter include all time spent by a lawyer on the matter, e.g., telephone calls, correspondence, research, drafting of documents, court appearances, preparation of pleadings, trial preparation, discovery and all matters between the firm and you, between the firm and other attorneys, and between the firm and court personnel or any other specialists (such as court mediators or code inspectors). I will not engage the services of any accountant or other specialist except after consultation with you.
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We will bill you for any cash disbursements in accordance with our normal practices. We will ask you to pay any substantial expenses directly to the vendor or provider of the service, unless you have advanced the payment to us. Our firm will make advances for minor expenses on your behalf and bill you for them. We will contact you prior to incurring any expense in excess of $ 100.00 dollars.


It is the policy of this firm to withdraw from representation in the event our fees and/ or other charges remain unpaid for a significant period of time and we are unable to resolve satisfactorily arrangements for payment. In the event our engagement is terminated, you will continue to be obligated to pay any charges for our services and other charges incurred before the termination date. If for any reason our relationship is terminated, please remember, your legal matter, file, and all documents in it are your property and you may request them at any time.


I look forward to working with you and am honored to represent you. Please do not hesitate to call me if you have any questions concerning these matters.








Very truly yours,









Mark Twombly Lee
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Certification of Receipt

Prospective Client
RE:
Eviction of Tenant

The foregoing represents the entire agreement between the Firm and the Client. By signing below, the Client acknowledges that he or she has carefully read this Agreement, understands its content, and agrees to be bound by all of its terms and conditions; that the Firm has made no representations to the Client as to the likelihood of the outcome of any proceedings now pending or to be brought by or against the Client, and that the Client believes this Agreement to be fair and reasonable.

I, the above named Prospective Client, acknowledge receipt of the aforesaid engagement letter this_________ day of_________________________, 20​​​​​​​​​​​​​​​​_____________.

____________________________________   

