
OTH/01: Closing letter v1 12/2013
Dear [Client Name]
Re:  [Matter]
We are shortly to close your file and would like to confirm the following:

Outcome of your case

[Fee earner to dictate summary]
[Further Actions and Future Review – if relevant] 

In order to conclude the file, we will [outline any final matters you will take care of]. In addition, you will need to [outline any matters the client should take care of, including any future deadlines and limitation dates that must be met to preserve or protect the client’s position].
[In Crime matters, set out appeals advice/merits/procedure where relevant]
Financial Matters

[Fee earner to dictate summary]

Documentation

If there are any documents on your file that you would like returned, please let me know within the next 14 days. At this time we will formally close your file and archive it for six years.  No charge will be made to you for such storage. If, during that time, you ever require sight of your file, please tell us and we will arrange for its retrieval from storage. The firm will require [insert any time limits] days notice. [We do not normally make a charge for retrieving stored papers in response to continuing or new instructions to act for you.]  
Quality of Service

We strive to continuously improve our services to our clients and we trust that this matter has been concluded to your satisfaction. We have enclosed a Client Feedback Questionnaire and we would be grateful if you could complete it and return it to us in the enclosed envelope. Please be assured that the survey is completely confidential and, unless you complete your details at the end, we will not know who has taken part.
May I thank you once more for your instructions and remind you that, should you ever need the service of a solicitor again, we would be glad to assist.
Yours sincerely
