
Information or instructions:  Letter to a Client Notifying the Client of a Deposition  
 
1. This transmittal letter should be sent to client after the attorney has received a notice 
requesting the client's deposition. 
 
2. The client must understand the importance of attending the deposition and being 
thoroughly prepared. 
 
Information or instructions:  Letter to a Client Notifying the Client of a Deposition 
 

[Date] 
 
[Client’s name] 
[Client's address] 
 

ATTORNEY-CLIENT COMMUNICATION: THIS DOCUMENT AND 
ITS CONTENTS CONSTITUTE LEGALLY PRIVILEGED INFORMATION 

 
Regarding [Case name and style no.]  Notice of Deposition 
 
Dear [Client’s salutation]: 
 
Enclosed is a copy of a legal document which is entitled ``Notice of Deposition''.  This discovery 
request was served upon me as your attorney of record in your case and sent to my attention. 
 
Pursuant to the Texas Rules of Civil Procedure, we are required to attend the deposition and 
produce the documents, if any, requested in the deposition notice.  
 
We are entitled to a ``reasonable notice'' prior to the deposition.  If you believe that the notice 
does not afford reasonable notice, please call me and I can discuss this with you. 
 
You are required to be present at the place stated in the Notice on the date and time specified 
therein:  [date & time of deposition]  [location of deposition]. 
 
A deposition is a legal procedure whereby the opposing attorney has the right to ask you 
questions about your legal and factual position concerning the subject matter of this case. Your 
testimony is given under oath.  It is extremely important that you tell the truth and produce the 
requested documents. 
 
I suggest that we meet on  [date, time & place] so that we can prepare you for this important 
proceeding.  Please call me so we can set up a meeting.  You will need to bring all of your 
documents and records which in any way relate to the case, if you have not already done so.  
Please make sure that I have all of the documents requested in the notice of deposition, which is 
enclosed with this letter.  
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It is not uncommon for unprepared witnesses to make statements that they later regret because 
either they were unprepared, unfamiliar with the deposition process, could not recall exact facts, 
figures etc. or were tricked by a sharp opposing attorney.  If we are not able to meet and prepare 
for your deposition, I cannot be responsible for the outcome.  Since you may not be familiar with 
deposition tactics and procedures, I really believe that you need some preparation for this 
important event.  
 
If you cannot attend the deposition or chose not to attend, your failure to comply with the 
deposition notice can cause you to lose your lawsuit.  Sanctions can be awarded which included 
but are not limited to: 
 1. contempt of court. 
 
 2. payment of the other attorney(s) legal fees. 
 
 3. having your pleadings stricken. 
 
 4. or other appropriate relief as determined by the Judge. 
 
[If the client is a Defendant, insert this clause: 
 

5.  Accordingly, a judgment may be assessed against you for the full amount of moneys 
prayed for in Plaintiff's petition.] 
 
A Court Reporter will transcribe the questions and answers and type them into a booklet. 
Thereafter you have the right to review and sign the deposition.   
 
The deposition may last several hours to several days, depending on the scope of your 
knowledge of the subject matter. Accordingly, please plan your schedule to allow sufficient time 
for the deposition. 
 
I hope this letter explains the importance of complying with the discovery request.  I am not 
trying to scare or offend you, but it is important for you to be fully aware of the consequences for 
failing to comply with the court rules. 
 
If you have any questions, please feel free to call me. 
 

Very truly yours, 
 
 

[Attorney’s name] 
 
Certified Return Receipt Request Number: 
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