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Client Name
Street Address 
City, State, Zip

Month ___, YYYY

Re: In Re Marriage of Doe, 2016 D 00000

Dear Mr./Ms. ____________:

This will confirm our discussion regarding your divorce case on <<date>>. At that time, I advised you <<insert advice given/matters discussed>>.
Since our last discussion, you have not decided whether you wish to proceed further in this matter. Please be advised that we cannot represent you until you advise us that you wish to proceed and <<if applicable>> <<send me the following documents/take the following action/etc>>.

Time is of the essence in this matter. There are thousands of Cook County residents who are in need of free legal representation, but unfortunately our organization only has the resources to help a small fraction of them. Accordingly, the time allotted to resolve each case is extremely limited and we are not able to retain any inactive files. We understand that you needed time to <<gather documents/decide on matter/etc>>, but we have not received any communication from you since <<date>>.  
Please be advised that if we do not hear from you within ten (10) days, we will assume you do not wish to proceed and we will close your file. If you do wish to proceed, please let me know as soon as possible. My contact information is below my signature.  

Kind regards,

<<signature>>
<<Attorney Name>> 

Pro Bono Network

P.O.Box 469, Oak Park, IL 60303
<<your phone # or Google Voice #>>

<<your email address>>
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