4:270      Letter Hiring Attorney to Form LLC











Re: [LLC Name]





Dear _______: 





Thank you for the opportunity to represent you in connection with the organization of a new limited liability company. The purpose of this letter is to describe the legal services that this firm has agreed to provide and to discuss payment for these services.





Initially, my firm has agreed to perform the following legal services for you: provide advise in connection with and prepare the LLC's articles of organization, operating agreement, ownership interest subscription agreements and the use of ownership interest certificates; attend and prepare minutes of the organizational meeting of members/ managers; and prepare and file applications for a federal tax identification number, an S corporation election form if desired, a state trade name application, and [describe state and local regulatory and tax forms].





My firm's fee for providing these initial services will be $_________ [___ per hour and estimated to be $_____________]. In addition, you will need to pay the filing fees for the articles of organization and trade name which will be $__________ and the cost of a LLC record book and company seal, estimated to be $__________.





I have also discussed undertaking other tasks for you such as, preparing a buy/sell Agreement, an employment agreement, an S Corporation agreement [if electing corporation tax status], and a shareholder voting agreement and reviewing an office lease, various equipment leases, various contracts and various other documents related to the start of operations for ____ LLC. In addition, my firm may provide such other services as requested by you from time to time.





Statements for these services will be billed to you on a monthly basis at the rates in effect at the time any such services are performed, which currently is $_______ per hour for my services. In addition, you will need to reimburse us for expenses and other charges such as photocopying, long distance telephone, messenger & delivery charges, and computerized legal research.





If we consider it appropriate, other attorneys and legal assistants with our firm may perform some of these legal services for you from, and their time will be billed at their then current rates, which range from $__________ to $_______ for partners, $__________ to $__________ for associates, and $_______ to $_______ for legal assistants. These rates are based upon years of experience, specialization, training, area of practice and level of professional attainment. These rates are reviewed and adjusted at least once a year.





My firm acknowledges receipt of your check in the amount of $______ which we have deposited in our Client Trust Account. After we send you each monthly statement, the firm will apply these funds to fees earned, filing fees and other expenses. You will be responsible for paying any amounts due in excess of these funds on deposit within 30 days of the date billed.





Thank you for the opportunity to serve you. If the foregoing meets with your approval, please sign and date the enclosed copy of this letter and return it to us in the enclosed, self-address envelope.





[SIGNATURE]





AGREED TO AND ACCEPTED:





__________________________	______


[NAME]	Date














