Terminating client representation is a necessary part of legal
practice under certain circumstances. Crafting a letter for
this purpose requires a balance of professionalism, clarity,
and adherence to ethical guidelines. Presented here are eight
samples of client termination of representation letters,
suitable for various situations.

Sample 1: General Termination of
Representation

[Your Name]

[Your Law Firm]
[Address]

[City, State, Zip Code]
[Email]

[Phone Number]

[Date]

[Client’s Name]
[Client’s Address]
[City, State, Zip Code]

Dear [Client’s Name],

I am writing to inform you that [Your Law Firm] will no longer
be able to represent you in [mention the legal matter]. This
decision has been made due to [mention the reason for
termination, e.g., breakdown in communication, conflict of
interest].

Please be advised that you should seek other 1legal
representation to handle your case. We will provide all
necessary documentation to your new attorney upon request.

Sincerely,

[Your Name]



[Your Position]

Sample 2: Termination Due to Non-Payment

[Your Name]

[Your Law Firm]
[Address]

[City, State, Zip Code]
[Email]

[Phone Number]

[Date]

[Client’s Name]
[Client’s Address]
[City, State, Zip Code]

Dear [Client’s Name],

We regret to inform you that due to continued non-payment of
legal fees, as outlined in our agreement, we must terminate
our representation of your case. Despite multiple reminders,
your account remains significantly overdue.

We advise you to seek alternative legal representation as soon
as possible. Please note that your failure to settle
outstanding fees may result in further action.

Sincerely,

[Your Name]
[Your Position]

Sample 3: Termination Due to Conflict of
Interest



[Your Name]

[Your Law Firm]
[Address]

[City, State, Zip Code]
[Email]

[Phone Number]

[Date]

[Client’s Name]
[Client’s Address]
[City, State, Zip Code]

Dear [Client’s Name],

It has come to our attention that a conflict of interest has
arisen in your case, which prevents us from continuing our
representation. As maintaining ethical standards is paramount,
we must cease our legal services immediately.

We recommend that you find another attorney to represent your
interests in this matter. We will cooperate fully 1in
transferring your files to your new representation.

Sincerely,

[Your Name]
[Your Position]

Sample 4: Termination Due to Client
Misconduct

[Your Name]

[Your Law Firm]
[Address]

[City, State, Zip Code]
[Email]

[Phone Number]

[Date]



[Client’s Name]
[Client’'s Address]
[City, State, Zip Code]

Dear [Client’s Name],

Due to recent events, 1including your [mention specific
misconduct], we find it necessary to terminate our legal
representation of your case. This decision is based on ethical
considerations and professional standards.

We advise you to seek new legal counsel to continue with your
matter. Our office will provide all required assistance in
transitioning your case to new representation.

Sincerely,

[Your Name]
[Your Position]

Sample 5: Termination at Client’s Request

[Your Name]

[Your Law Firm]
[Address]

[City, State, Zip Code]
[Email]

[Phone Number]

[Date]

[Client’s Name]
[Client’'s Address]
[City, State, Zip Code]

Dear [Client’s Name],
As per your request, we are hereby terminating our legal

representation of your case. We respect your decision and will
take all necessary steps to ensure a smooth transition to your



new attorney.

All relevant documents and case files will be made available
to you or your new legal counsel. Please let us know how we
can assist in this process.

Sincerely,

[Your Name]
[Your Position]

Sample 6: Termination Due to Strategy
Disagreement

[Your Name]

[Your Law Firm]
[Address]

[City, State, Zip Code]
[Email]

[Phone Number]

[Date]

[Client’s Name]
[Client’'s Address]
[City, State, Zip Code]

Dear [Client’s Name],

We are writing to inform you that due to our disagreement over
the strategy for your case, we will no longer be able to
provide legal representation. It is important that your
attorney aligns with your views and strategies in legal
matters.

Please seek alternative legal representation to continue with
your case. We will ensure all necessary information 1is
transferred to your new attorney promptly.



Sincerely,

[Your Name]
[Your Position]

Sample 7: Termination Due to Attorney’s
Inability to Continue Representation

[Your Name]

[Your Law Firm]
[Address]

[City, State, Zip Code]
[Email]

[Phone Number]

[Date]

[Client’s Name]
[Client’s Address]
[City, State, Zip Code]

Dear [Client’s Name],

Due to unforeseen circumstances, I regret to inform you that I
am unable to continue representing you in your legal matter.
This decision is not taken lightly and is due to [mention the
reason, e.g., health issues, personal reasons].

I recommend that you find another attorney as soon as possible
to ensure no disruption in your case. We will assist 1in
transferring your files to your new legal counsel.

Sincerely,

[Your Name]
[Your Position]



Sample 8: Termination Due to Case
Conclusion

[Your Name]

[Your Law Firm]
[Address]

[City, State, Zip Code]
[Email]

[Phone Number]

[Date]

[Client’'s Name]
[Client’s Address]
[City, State, Zip Code]

Dear [Client’s Name],

I am pleased to inform you that with the conclusion of your
case, our representation of your legal matter has come to an
end. We are glad to have been able to assist you successfully.

Should you require legal assistance in the future, please feel
free to contact us. We wish you the best in your future
endeavors.

Sincerely,

[Your Name]
[Your Position]

Key Considerations When Writing a Client
Termination Letter

State the reason for termination clearly and
professionally.

 Provide any necessary instructions for the next steps.

= Offer assistance in transitioning to new representation



if applicable.

Legal and Ethical Considerations

1.

Ensure compliance with legal and ethical guidelines
governing client representation.

. Maintain client confidentiality and privacy throughout

the process.

. Be mindful of the timing of termination to avoid

prejudice to the client’s case.

Effective Communication in Termination
Letters

- Keep the tone respectful and avoid personal criticism or

blame.

» Be concise but provide enough detail for the client to

understand the decision.

» Use clear and straightforward language.

Post-Termination Procedures

1.

OQutline the procedure for transferring case files and
documents to the client or new counsel.

. Include information about any outstanding fees or

financial matters.

. Provide contact details for further communication or

inquiries.



