AUSTEN [MEDIATION

OFFICE 843.892.5779 | EMAIL jon@austenmediation.com | WEB austenmediation.com

April 17, 2026

attorney@plaintifflawfirm.com attorney@defentantlawfirm.com
Plaintiff Attorney, Esq. Defendant Attorney, Esq.
Plaintiff Law Firm Defendant Law Firm

Re: Plaintiff vs. Defendant

Case No.

Dear Counsel:

Thank you for selecting me to mediate this matter for you. This will confirm we have scheduled the above-
referenced case for mediation.

Date: November 12, 2026
Time: 9:30 am ET
Location: By Video Conference

Please confirm the date and time of the mediation with your clients. Each party must be present at the
mediation, unless the parties agree otherwise, together with a representative with full authority to negotiate
a complete settlement at the mediation.

Mediation Fee: The mediation fee is calculated based on the hourly billing rate as detailed below. My fee
will be divided equally among participating parties unless alternative arrangements have been made before
the mediation's conclusion.

2 Parties: $225 per party per hour
3+ Parties:  $150 per party per hour

To avoid confusion, we define a “party” as all parties who are represented by the same counsel.

Minimum Fee: When reserving a half-day mediation, a three (3) hour minimum will apply, and for a full-
day mediation, a five (5) hour minimum will apply.

Invoices: Following the mediation, unless the parties agree otherwise, each party will receive an invoice for
their portion of the mediation fee. Payment is due upon receipt and should be made in accordance with the
instructions on the invoice.

Responsibility for Mediation Fees: We understand that ultimately your clients may be responsible for the
mediation fees in this matter, or that you might forward our invoices to your clients so they may make
payments directly. However, I am accepting this matter based on my professional relationship with you as
counsel. Therefore, I consider counsel jointly and severally responsible for prompt payment of all mediation
fees, and we reserve the right to take appropriate actions including filing motions with the presiding court
in the event prompt payment is not received. By scheduling this matter, counsel and client agree that we
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shall be entitled to collect our reasonable attorneys’ fees and costs if we must take action to collect the
mediation fees.

Cancellation Policy: If you need to cancel or reschedule this mediation for any reason, our office must be
notified via email twenty-one (21) days in advance of this particular mediation in order to avoid the
minimum fee. Please note that in order for us to remain neutral, it is our policy to bill all parties equally for
their portion of the minimum fee, regardless of which party cancels a session or why it was cancelled, even
if it is being rescheduled, has settled, or one side is still willing to move forward.

Mediation Statements and Materials: If you have any materials you would like for me to review prior to
the mediation, please feel free to email them to me at jon@austenmediation.com and please copy my case
manager at casemanager@austenmediation.com. I ask that you please consider also sending a copy to
opposing counsel so they are aware of the material I am reviewing.

Please contact our office upon receipt of this engagement letter if you have any questions or objections to
any of the policies outlined in this letter. Thank you, and I look forward to working with you to reach a

satisfactory resolution of your case.

Jon L. Austen
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