
Information or instructions:  Letter to a Client Regarding Request for Production of 
Documents 
 
1. Use this letter to inform the client that the attorney has received requests for production 
of documents and that the client must produce the requested documents (unless they are subject 
of a legitimate objection). 
 
2. Notify the client that he or she should meet with the attorney so that they can review the 
production request. 
 
3. Inform the client that is extremely important that the client produce any and all 
documents that are responsive to the request since failure to produce the requested documents 
can result in an objection from opposing counsel. 
 
4. The attorney should inform the client that if the documents are not produced, he or she 
may not be able to use or produce the documents at trial, even if the client failed to produce them 
by mistake or inadvertence. 
 
5. If the attorney does not warn the client of the consequences for failing to produce 
documents and subsequently the client loses the lawsuit for failure to be able to introduce the 
evidence, he or she may sue the attorney.  The client may contend that it was the attorney's fault 
that the client lost the lawsuit. The client may argue that the attorney was negligent by failing to 
advise the client of the consequences of his or her actions. 
 
6. Attorneys are also being sued, because clients contend they did not understand litigation, 
effect of releases and other items that the attorney may have assumed the client understood. 
 
7. The client should be advised that the documents or failure to produce them and the 
answers to the requests can be used to impeach the client at trial. 
 
8. Accordingly the following letter should give rise to a rebuttable presumption that the 
attorney properly advised the client.  
 
Form:  Letter to a Client Regarding Request for Production of Documents 
 

[Date] 
 

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

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

 
Regarding [Style and number of case]  Motion for Production of Documents 
 
Dear [Client’s salutation]: 
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Enclosed is a copy of a request for production of documents which I received in your case. 
 
Pursuant to the Texas Rules of Civil Procedure we are required to produce the requested 
documents to the opposing attorney(s) within thirty (30) days from the date the request was 
received in my office. 
 
I suggest that we meet on  [date, time & place] so that we can properly respond to this important 
legal request.  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 request which is enclosed with 
this letter.  
 
Request for production of documents are precise legal documents, accordingly the response 
should also be precise. It is not uncommon for unprepared witnesses to respond with answers 
that they later regret because either they were unprepared, unfamiliar with the litigation process, 
could not recall exact facts, figures etc. or were tricked by a sharp opposing attorney.  
 
You may find that after I explain the request to you, that you now have a different understanding 
of the individual requests. It is very easy for a lay person to provide incomplete or incorrect 
documents or go beyond the scope of the documents requested  or produce documents which are 
not relevant to the precise request. 
 
If we are not able to meet and respond to the document request,  I cannot be responsible for the 
outcome.  Since you may not be familiar with trial tactics and procedures,  I believe that you 
need some preparation for this important response. 
 
If you cannot meet with me or chose not to produce the requested documents, your failure to 
comply with the discovery request can cause you to lose your lawsuit. 
 
If the requested documents are not produced, the court can order sanctions as follows: 
 

1. contempt of court. 
 

2. payment of the other attorney(s) legal fees. 
 

3. having your pleadings stricken. 
 

4. refusal to allow your documents or evidence to be introduced at trial. 
 

5. or other appropriate relief as determined by the Judge. 
 
[If the client is a Defendant, insert this clause:] 
 

6. Accordingly, a judgment may be assessed against you for the full amount of 
moneys prayed for in Plaintiff's petition.] 
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You must understand that it is extremely important that you produce any and all documents that 
are responsive to the request since failure to produce the requested documents can result in an 
objection from opposing counsel. Consequently, if the documents are not produced, you may not 
be able to use or produce the documents at trial, even if your failure to produce the documents is 
by mistake or inadvertence. 
 
Furthermore the documents which are produced or the failure to produce them and the answers 
to the requests which are submitted to the opposing side, can be used to impeach you at trial. 
Accordingly, it is extremely important that you give this request your most careful attention. 
 
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. 
 
After our meeting, and when you have given me all of the information necessary to answer the 
document production request, I will prepare the proper response and send the same to the 
opposing attorney(s). I cannot answer the interrogatories without first meeting with you and 
obtaining the necessary information which you must supply.  
 
It is imperative that the answers are completed and sent to the other attorney(s) no latter than 
[Date]. 
 
If you have any questions, please call me. 
 

Very truly yours, 
 
 

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