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SAMPLE ADMINISTRATIVE FORM

Joint Letter to Clients Announcing the Termination/Departure of an Associate or Partner

(Customize to Suit Circumstances)
Re:	[client/matter name]

On [date], [departing lawyer] [is leaving/left] our firm to [join the law firm of [name]]/ [commence practice as a sole practitioner].

Inasmuch as [departing lawyer] was your designated lawyer on the above matter, we are required by the Rules Regulating The Florida Bar to inform you that you have the right to choose to have [departing lawyer] continue in [his/her] new capacity to represent you in this matter, or you may have our firm continue to represent you, in which case the file will be handled by [firm lawyer], or you can choose to retain an entirely new lawyer.

If you wish to have [departing lawyer] or a new lawyer continue to represent you, arrangements to secure your outstanding account with us will have to be made before the file can be released to [departing lawyer] or new lawyer.

[If applicable:  You may be liable for fees and costs for services already provided by the firm.]

[If applicable:  Any retained/unspent fees or costs currently held by the firm will be promptly returned or transferred to [departing lawyer] or [new lawyer] as you designate.

Please advise [departing lawyer] and us, as quickly as possible, of your decision so that continuity in your representation is assured.  You may do so by indicating your choice below and returning a signed and dated copy in the enclosed stamped envelope.  Please retain the additional copy of this designation letter for your records.


Yours truly,

[for the firm]











[bookmark: _GoBack]
Instructions:

	I wish my file to stay with [name of former firm].

	I wish my file and trust account balance to be transferred to [name of departing lawyer]. Please send my file to [departing lawyer] at [departing lawyer’s new address]. For banking instructions, you may contact [departing lawyer] at [departing lawyer’s new number and/or email].

	I will retain new counsel and have them contact [name of former firm].


____________________________	____________________________
[Client’s Printed Name]			[Client’s Signature]

___/___/____
Date
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manage your practice. (ue/your business.
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