
California Client Communications Manual:
Sample Letters and Forms

First Edition

March 2023 Update

Filing Instructions

This packet contains replacement pages to be interleafed in the main text,
including a complete replacement of chapters 2, 3, 5, and 6, and the “Tables” and
“Index” sections at the end of the book. For a complete list of all pages that should
be in your binder after inserting the revised pages, see the accompanying Page
List.

Remove old pages Insert new pages

Front Matter

Title page—masthead same

Contents (tab)

vii—xv same

1. Initial Client Contact (tab)

1–1—1–10 1–1—1–9

1–17—1–22 1–17—1–22.1

1–31—33 1–31—1–34

2. Letters Declining Representation (tab)

2–1—2–16 same

WHITE SPACINGTEXT

Attorney-drafted forms are available for this title.
Please visit ceb.com or

call 1-800-232-3444 for details.

MI-34267



3. Fee Agreements (tab)

3–1—3–68 3–1—3–71

4. Representation & Conflict of Interest (tab)

4–3—4–28 same

5. Status Reports & Case Notices (tab)

5–1—5–13 same

6. Document Requests (tab)

6–1—6–13 same

7. Termination Notices (tab)

7–1—7–6 same

7–7—7–16 same

8. Disposition of Client Files (tab)

8–3—8–4 same

9. Fee Collection Letters (tab)

9–1—9–12 same

9–21—9–22 same

9–23—9–24 same

9–29—9–32 same

10. Fee Arbitration Notices (tab)

10–1—10–2 10–1—10–2.1

10–5—10–8 same

Tables (tab)

T–1—T–7 same

Index (tab)

I–1—I–16 same

Current CEB Update List
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Page List

This is a complete list of all pages that should be in your binder after filing the
March 2023 update.

Front Matter

Title page—masthead 3/23

Contents (tab)

vii—xv 3/23

1. Initial Client Contact (tab)

1–1—1–9 3/23

1–10 is blank

1–11—1–12.1 3/19

1–13—1–16 3/15

1–17—1–22.1 3/23

1–23—1–30 3/15

1–31—1–34 3/23

2. Letters Declining Representation (tab)

2–1—2–16 3/23

WHITE SPACINGTEXT

PLEASE MAKE SUREYOURVOLUME IS COMPLETE
BEFORE RECYCLING DISCARDED PAGES
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3. Fee Agreements (tab)

3–1—3–71 3/23

4. Representation & Conflict of Interest (tab)

4–1—4–2 3/21

4–3—4–28 3/23

5. Status Reports & Case Notices (tab)

5–1—5–13 3/23

6. Document Requests (tab)

6–1—6–13 3/23

7. Termination Notices (tab)

7–1—7–6 3/23

7–6.1 3/15

7–7—7–16 3/23

8. Disposition of Client Files (tab)

8–1—8–2 3/21

8–3—8–4 3/23

8–5—8–7 3/19

9. Fee Collection Letters (tab)

9–1—9–12 3/23

9–13—9–14 3/19

9–15—9–16 3/15

9–17—9–18 3/21

9–19—9–20 3/17

9–21—9–22 3/23

9–22.1 3/21

9–23—9–24 3/23

9–25—9–28 2/14

9–29—9–32 3/23

10. Fee Arbitration Notices (tab)

10–1—10–2.1 3/23

10–3—10–4 3/21

10–5—10–8 3/23

10–9—10–11 3/21

Tables (tab)

T–1—T–7 3/23

Page List: 2

3/23 California Client Communications Manual



Index (tab)

I–1—I–16 3/23

Current CEB Update List
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