 
[ORGANIZATION]
RETAINER AGREEMENT
Client: 



Address: 


Telephone No:





Attorney:
 


Date:



You agree that [Organization] will represent you and provide legal advice in connection with legal issues arising out of the rape/sexual assault that took place on or about_________ (the “Assault”), specifically limited to the following issues:

1. Obtaining protective/restraining order: _______________________________
2. Landlord/housing ________________________________________________ 

3. Education ______________________________________________________ 

4. Employment ____________________________________________________ 

5. Criminal advocacy/dealing with the DA’s office: __________________________ 

6. Privacy rights ___________________________________________________ 

7. Immigration ____________________________________________________ 

8. Victim Compensation: ____________________________________________
9. Other (please describe) ____________________________________________ 

_________________________________________________________________ _________________________________________________________________
Scope and Limitation of Representation

You understand that [Organization] has agreed to represent you only in the specific matter(s) described above. [Organization] has not agreed to represent you with respect to any other issues that may be related to the Assault.

Costs

You understand that [Organization] will not charge you for legal services by our staff.  [Organization] does not routinely advance fees/costs on your behalf; however, in the event that [Organization] does advance such costs on your behalf, you agree to pay such other fees as may be reasonable and necessary (such as court fees, stenographer fees, copying, etc.), except where you qualify for a waiver of such court fees.  You understand that if [Organization] advances costs on your behalf, those costs must be repaid.  [Organization] will notify you before advancing any fees on your behalf, so you may decide if you wish to proceed with that course of action.
Client’s Responsibilities

You agree to provide complete and accurate information that will assist [Organization] in representing you in this matter.  You agree to attend and be on time for all appointments and court dates.  You agree to promptly notify, within 48 hours, [Organization] of any changes of address or telephone number.  You understand that if you fail to keep [Organization] informed of your current address, and if [Organization] is unable to locate or contact you after making reasonable efforts to do so, then [Organization] cannot adequately represent you; and may take all steps necessary to stop representing you.  Specifically, if you fail to respond to [Organization]’s efforts to contact you within two weeks, [Organization] may consider the representation to be terminated and take no further action on your behalf and may withdraw its representation before any court or administrative agency. You understand and agree to promptly notify [Organization] if any settlement offer is made directly to you or if the other party or their attorney talks or writes to you.  

_______ Initials
Attorney’s Responsibilities

[Organization] will render legal counsel and assistance in accordance with the scope of representation described above, and in reliance upon the accuracy and completeness of information and guidance provided by you. [Organization] agrees to take all necessary actions to adjudicate, settle or otherwise resolve the specific issue set forth on page 1 of this document.  [Organization] will keep you informed about the status of the case. [Organization] will not settle the case without your consent.

Privacy
[Organization] will keep all sensitive information provided by you confidential unless authorized by you to disclose it, except that information may be shared with other attorneys at [Organization], to the extent necessary to assist with representation. However, [Organization] attorneys may reveal confidential information to prevent reasonably certain death or substantial bodily harm; and to prevent a criminal or fraudulent act likely to result in substantial injury to property, financial or other significant interests of another. [Organization] attorneys may also be required to reveal confidential information in some circumstances, for example, to correct any false statements previously made to a court.  [Review your ethical and jurisdictional rules and edit this accordingly to be in keeping with those rules].
If [Organization] files a legal action on your behalf, you understand that information about your case may be available, at the court, to the general public. You also agree that [Organization] may consult with other attorneys, experts, and others to assist in your representation and you authorize [Organization] to make such consultations divulge privileged information that will assist them in assisting [Organization] in representing me. 
________ Initials
Termination of Representation

You have the right at any time and for any reason to terminate [Organization]’s services and legal representation upon written notice to [Organization], subject to the continuing obligation to pay costs advanced by [Organization] as noted above under “Costs.” Subject to ethical rules and requirements, [Organization] reserves the right to withdraw from representing you, while providing you with a reasonable opportunity to arrange for alternative representation.  
You understand that the reasons for [Organization]’s withdrawal from representation might include, without limitation, your failure to honor and fulfill all the terms of this Retainer Agreement, your rejection of a settlement offer that, based on [Organization]’s experience and expertise is fair and appropriate, your utilization of [Organization]’s services to perpetrate a crime or fraud, your having interests adverse to [Organization] and your insistence upon pursuing an objective that [Organization]  considers repugnant or imprudent.  You also understand that [Organization] may withdraw if the representation has been rendered unreasonably difficult or circumstances exist that impair an effective attorney-client relationship or that would render [Organization]’s continuing representation unlawful or unethical.  If, during the representation, [Organization] learns facts not disclosed at the time of this agreement, and those facts affect [Organization]’s ability to pursue your desired objectives, [Organization] has the right to terminate this agreement. 

Further, you also understand that [Organization] may end representation for good cause upon providing you reasonable notice of [Organization]’s desire to withdraw from representation.  Finally, if we mutually agree that your case will be referred to a private attorney for representation, the services of [Organization] will be automatically terminated.

Files and Documents

Upon termination of representation, all papers, documents and other materials supplied to [Organization] by you in connection with representation will be returned to you upon your written request.  You may also request copies of all discovery documents, pleadings and other papers filed with or by the court or served by or upon any party.  Those papers and documents will be delivered to you upon payment of the cost of copying those documents.  

For various reasons, including the need to avoid unnecessary storage expenses, [Organization] reserves the right to destroy or otherwise dispose of documents and other materials in the file within a reasonable time after termination of representation.  Thus, [Organization] will have no obligation to retain files relating to [Organization]’s representation beyond a reasonable period of time sufficient to permit a client to request documents from [Organization] in accordance with the immediately preceding paragraph (except as may be required by applicable law).  
Dispute Resolution
We appreciate the opportunity to serve as your attorneys and anticipate a productive and harmonious relationship.  If, however, you become dissatisfied with our services we encourage you to bring your concerns to our attention immediately.  You may submit your concern either orally or in writing.  If we perceive a problem with the representation, we will discuss it directly with you.  In our experience, most problems can and will be solved through such communication.  In the unlikely event that a dispute arises between you and the [Organization] that cannot be resolved through communication and discussion, we both agree that, prior to instituting any formal proceeding, we will attempt to resolve the dispute through mediation, with a mediator who is qualified under [list state law] who is acceptable to both parties.  In the event that we are both unable to agree on a mediator, we both agree to submit our dispute for mediation to the American Arbitration Association (“AAA”), which will then appoint a mediator for us and the mediation shall be conducted pursuant to the AAA’s rules.  We both agree that any such mediation will take place in [City, State] and that we will equally share the costs of mediation.  If, despite our efforts, mediation does not resolve the dispute and either you or [Organization] decide to institute a litigation, it is agreed by both you and [Organization] that any such litigation shall be brought in [City, State], in either the [Local Court] or the [Federal Court], and that [State] law shall apply to all claims and issues pertaining to the dispute.
Additional Provisions 

This Agreement represents the complete understanding between you and the [Organization] with respect to the provision of legal services.  Any modification to the terms of the Agreement must be in writing and signed by both you and [Organization].   A determination by a court of competent jurisdiction that any provision of this agreement is invalid shall not affect the validity of any other provision and the remainder shall remain in full force and effect. 
This Agreement does not impose on [Organization] any continuing obligation, after termination of representation, to provide advice concerning legal developments that are related to or might have a bearing on the subject matter of this engagement.  
You have received a copy of and read this agreement, and your attorney has discussed this with you.  

If you wish to enter an agreement for representation with [Organization], the attorney must receive the signed retainer agreement, via mail, fax, email or in hand delivery, by {DATE} Once the signed retainer is received, the attorney will move forward with the agreed upon representation, as outlined above on page 1.

 If the signed retainer agreement is not received by [Organization] attorney by {DATE}, this offer of representation will have expired and this document will not be valid or binding. If the signed retainer agreement is received by the attorney after {DATE} [Organization] will reassess its ability to take the case at that time. 
______________________________
______________________________



Client’s Name




[Organization]
______________________________
_______________________________

Client’s Signature



Attorney’s Signature

_____________________________

_______________________________

Date





Date

This template is included in the Victim Rights Law Center’s Where to Start: Creating a Pro Bono Project Toolkit, available to Office on Violence Against Women Legal Assistance for Victims grantees online at http://www.victimrights.org/where-start-creating-pro-bono-project. This resource is yours to use and adapt freely. Note: The sample we have provided does not reflect the laws of your jurisdiction, or any other obligations you may have (e.g., ethical, contractual, to funders) and should be revised accordingly.  It should also reflect and be aligned with your organizational structure, service delivery model, privacy laws, etc.
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