CHECKLIST FOR CLOSING YOUR OWN OFFICE
1.

Finalize as many active files as possible.

2.

Write to clients with active files, advising them that you are unable to continue
representing them and that they need to retain new counsel. Your letter should inform
them about time limitations and time frames important to their cases. The letter should
explain how and where they can pick up copies of their files and should give a time
deadline for doing this. (See sample Letter Advising That Lawyer Is Closing His/Her
Office provided in Chapter 4 of this handbook.)

3.

For cases with pending court dates, depositions, or hearings, discuss with the clients how
to proceed. When appropriate, request extensions, continuances, and resetting of hearing
dates. Send written confirmations of these extensions, continuances, and resets to
opposing counsel and your client.

4.

For cases before administrative bodies and courts, obtain the clients’ permission to
submit a motion and order to withdraw as attorney of record. Review IRPC 1.16.

5.

If the client is obtaining a new attorney, be certain that a Substitution of Attorney is filed.

6.

Pick an appropriate date to check whether all cases either have a motion and order
allowing your withdrawal as attorney of record or have a Substitution of Attorney filed
with the court.

7.

Make copies of files for clients with open matters. Retain your original files. All clients
should either pick up the copy of their files (and sign a receipt acknowledging that they
received them) or sign an authorization for you to release the files to their new attorneys.
(See sample Acknowledgment of Receipt of File and Authorization for Transfer of Client
File provided in Chapter 4 of this handbook.) If a client is picking up the file, return
original documents to the client and keep copies in your file.

8.

Remind clients of your file retention and destruction policy. Tell them where you will be
storing your client file records and who they can contact should they need an additional
copy of their file. If your fee agreement or engagement letter did not notify your client
about your file retention and destruction policy, you should obtain all clients’ permission
to destroy the files. If a closed file is to be stored by another attorney, get the client’s
permission to allow the attorney to store the file for you and provide the client with the
attorney’s name, address, and phone number.

9.

Send the name, address, and phone number of the person who will be retaining your
closed files to the Idaho State Bar Licensing, P.O. Box 895, Boise, ID 83701-0895.
Also send them your name, current address, and phone number.

10.

If you are a sole practitioner, ask the telephone company for a new phone number to be
given out when your disconnected phone number is called. This eliminates the problem
created when clients call your phone number, get a recording stating that the number is
disconnected, and do not know where else to turn for information. In the alternative,
arrange for your telephone number to have a recorded announcement about your closed
office for 30 to 60 days after you close your office.

11.

If you are a notary and wish to resign, send a letter of resignation to the Idaho Secretary of
State.
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