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RE: Engagement for Services

Dear Name,

We appreciate you selecting The Arc of Northern Virginia to represent you with your advocacy needs. This letter confirms our mutual understanding of the terms of our engagement. 

1. Nature and Scope of Services.   The nature and scope of services to be rendered by The Arc of Northern Virginia will be for the purpose of helping you navigate the resources available for your family member. The advocacy services may take the form of counseling, consulting, document review, correspondence, and direct representation of the client at meetings.

2. Disclosures.   For The Arc of Northern Virginia to represent you effectively, you must disclose fully and accurately all facts as you know them and keep us advised of all material developments related to this matter.


3. No Legal Services. The Arc of Northern Virginia will not provide legal services or advice.

4. Fees, Costs, and Expenses.    Pam Spiering will be your Resource Navigator for this matter. Ms. Spiering’s fees for these services are $150.00 per hour plus all costs associated with the services rendered, such as copying, postage, and other related expenses. With respect to this matter, Ms. Spiering will not be charging for travel time unless such travel time exceeds two hours on a single day.

5. [bookmark: _GoBack]Billing.   We will keep accurate records of the time we devote to your matter, including conferences (in person, online, and over the telephone), preparation of correspondence and electronic mail communications, research and analysis, document preparation, and appearances and preparation for meetings. Our billing statement will show this time in an itemized format.  We will bill you on a monthly basis for all fees, costs, and expenses.

6. Terms of Payment.   Our statements are due within thirty (30) days after receipt. The payment of our fee is not dependent upon the successful outcome, or what the client deems to be a successful outcome, of a matter. The Arc of Northern Virginia reserves the right to terminate our relationship if the fees and expenses are not paid in a timely manner.

7. Retainer.   A retainer of $150 is required, payable to The Arc of Northern Virginia before we begin work. This retainer will be applied toward our final billing and against any outstanding charges billed prior thereto. If any of the retainer amount remains after all charges billed have been paid, such excess shall be returned to you, without interest.

8. Termination of Our Engagement.    Our relationship will terminate upon our completion of the services you have retained us to provide. Either party may terminate the relationship at any time, for any reason, by notifying the other in writing, including vial electronic mail. Termination of services will not affect your responsibility to pay The Arc of Northern Virginia for services rendered and expenses incurred before the engagement was terminated. 


Thank you for choosing The Arc of Northern Virginia to handle your advocacy needs. We look forward to working with you!

							

Very truly yours,
The Arc of Northern Virginia
By:  ____________________
							Lucy Beadnell, Director of Advocacy	
						
The undersigned confirms that the foregoing states the terms upon which it has retained The Arc of Northern Virginia and agrees to be bound thereby.					

By: _____________________________	
						

Date: ___________________________
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