
Information or instructions:  Letter to a client advising that an action be taken in the matter 
 
1. The purpose of this form is to prevent a case from being barred by the statute of 
limitations and to ascertain the client's intentions regarding a matter so that the attorney will not 
be liable for failing to pursue a matter.  
 
2. If a client has requested the attorney to send a demand letter and then decides not to file 
suit, the attorney should be able to document the fact that the client was informed of the 
consequences of his or her actions. 
 
3. The letter is written to confirm the client's decision that the attorney take no further action 
on a pending matter or case. 
 
4. It also advises the client of the consequences of the client's decision. 
 
5. Send this letter to a client, if the client does not want the attorney to take a specific action 
in a case.  
 
6. Failure to notify the client, in writing, can result in a malpractice lawsuit, if the attorney 
cannot prove that he or she advised the client to take a specific action, and the client refused to 
follow the recommended action.  
 
7. If the matter is in litigation, the attorney should also consider filing a motion to withdraw. 
 
Form:  Letter to a client advising that an action be taken in the matter 
 

[Date] 
 

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

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

 
Dear  [Client’s salutation]: 
 
This letter confirms our earlier conversations wherein we discussed your claims and cause of 
actions against  [Defendant] and possibly others involved in the matter. 
 
You previously requested me to prepare a  [demand letter, draft lawsuit petition, etc.] which I 
have done.  
 
Shortly thereafter, we have discussed the matter and you have informed me that you have 
decided not pursue the case. 
 

PREVIEW  
 
 
 

PLEASE DO NOT COPY 
 
 
 

THIS DOCUMENT 
 
 
 

THANK YOU 
 
 
 

LegalFormsForTexas.Com 



Accordingly, this letter is being written to confirm my previous advice to you: [state the advice 
i.e. that you should file your suit within the statute of limitations time period or else you will lose 
your right to litigate your cause of action.] 
 
This letter confirms our conversation wherein you have informed me that I should not take any 
further action on the above matter until you  change your mind.  In that event you have agreed 
that I am not obligated to protect any of your legal rights unless you send me a written letter 
within the applicable limitations period, stating that you now desire to pursue the matter and give 
me specific written instructions regarding the actions that you desire me  to take. 
 
This letter is also being written to confirm your understanding of the statute of limitations that 
may apply to your cause of action or eventual lawsuit regarding the above-referenced claim. 
 
You may have a valid case or need to protect viable legal rights and remedies, accordingly we 
suggest that you contact another law firm, or the Lawyer's Referral Service in order to obtain a 
second opinion from another lawyer, as soon as possible.  
 
You have two (2) years from the date a cause of action arose to file and serve all the defendants 
in a civil lawsuit for claims generally involving fraud, misrepresentation and breach of various 
statutes, including but not limited to the Texas Deceptive Trade Practices Act. 
 
Some contract claims and other limitations have a four-year period.  I advise against waiting 
until close to the limitations period to file a claim.  The best practice is to file your claim and 
serve all potential defendants as soon as possible in order to avoid a statute of limitations 
problem. 
 
The definition of when a cause of action arises is sometimes difficult to establish, but, put 
simply, it means when you knew or should have known that you have a legal right or remedy. 
 
If you have any questions about the status of your case, and this firm's decision to take no further 
action on the matter or deadlines regarding filing, serving and handling the lawsuit, please 
contact me.  Otherwise, I will presume that you do not wish this firm to handle this claim until 
we are so instructed in writing to the contrary, at which time you would need to enter into an 
attorney/client fee agreement, pay the proper filing fees, cost deposits and research retainers 
before this firm would be able to represent you further in the above matter. 
 
Accordingly, we are closing our file on this matter and are no longer your attorney for said 
matter. 
 
I hope this letter explains the importance of complying with the litigation procedure.  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 my understanding of the above is incorrect, or if you have any questions, please contact  me in 
writing, as soon as possible.  
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Very truly yours, 
 
 

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