
LETTER ADVISING THAT LAWYER IS

TAKING A LEAVE OF ABSENCE
(Modify as appropriate)

Re:
[Name of Case]

ADVANCE \d5Dear 
[Name]:

As of [date] through [date], I will be away from my practice due to a medical issue. Everything on your case is up to date and I expect nothing to occur that would have an impact or During this time, [something] may occur. I have arranged for [insert language about who will be watching for mail, etc.] to be available to answer any questions or reach me if necessary. 

While it is my desire to continue representing you, you have the right to choose a new attorney. If you select a new attorney, please provide me with written authority to transfer your file to the new attorney. If you prefer, you may come to our office [on or before date] and pick up a copy of your file and deliver it to that attorney yourself. 
Should you choose a new attorney, I will provide you with a full accounting of your funds in my trust account and fees you currently owe me or are due to be refunded within [number of days].
I appreciate the opportunity of providing you with legal services. Please do not hesitate to give me a call before [date] if you have any questions or concerns.

Sincerely,

[Attorney]

[Firm]

