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SAMPLE ADMINISTRATIVE FORM
FILE CLOSING LETTER TO CLIENT

[Date]

[Client Name]
[Street]
[City / State / Zip Code]


RE:  MATTER INFO


Dear [Client Name]:

Since our representation of you in the referenced matter has been concluded, we are closing our file.  The items listed below which were in our file are enclosed.  Rather than destroy these items, we are returning them to you, and we will not be retaining duplicates.

If you have any questions, please feel free to call me.


Sincerely,


[Lawyer Signature]
[Firm Name]



Enclosed:
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