
Succession Planning

LAYING THE GROUND WORK

COMMUNICATING WITH YOUR CLIENTS

CLOSING YOUR OFFICE

NOT AN ENDING, BUT A BEGINNING

LIST OF RESOURCES

2. REVIEW ACCOUNTS RECEIVABLE  
Review accounts receivable. Ensure 
balances are paid or the aggregate total 
is in the low four figures before you 
announce that you intend to close 
your o�ce.

3. CHECK FOR BUYERS  If you 
are considering selling your practice, 
check http://lawbizregistry.com/site/. 
This site brings together buyers and sellers.

4. CONCLUDE ACTIVE CASES  
Stop taking new matters and work 
toward concluding your active cases.

5. CHECK YOUR RETIREMENT BUDGET  
Make sure you have your retirement budget 
prepared and stick to it.  Check with a 
financial planner regarding retirement plans 
(e.g., IRAs, DEP, 401k) and discuss health, 
life and disability policies.

6. INVENTORY ALL CLIENT MATTERS  
The first task is to inventory all client 
matters. Determine which matters are 
active and which are closed.

7. WORK OUT TRANSITIONS  
Recognize that your clients have value 
to other attorneys.  Work out a transition 
agreement with the appropriate attorney(s) 
for your clients so you can receive a 
referral fee, percentage of fees billed in 
the first year or a consulting fee for 
providing a history and background on 
the client that is not contained in the files. 

8. INFORM YOUR CLIENTS  
Inform your clients in person, if 
possible, and certainly in writing.  
Be prepared to make recommendations 
as to successor attorneys. 

9. MAKE COPIES  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. If a client is 
picking up the file, return original documents 
to the client and keep copies in your file.

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

11. RETURN CLOSED FILES  
Return closed files and original 
documents to clients as they direct.  
Again, get receipts for all files 
returned to clients.  Keep copies 
for yourself, as prudent.

12. NOTIFY REGARDING 
FILE DESTRUCTION  Notify clients of files 
that are eligible to be immediately 
destroyed pursuant to your document 
retention policy.  Give them su�cient notice 
(such as 60 days) before destruction.  Use a 
service that will shred the documents and 
ensure confidentiality.

13. COMPLETE ALL BILLINGS  
Complete all billings.  You may want to 
hire a collection agency to collect old, 
overdue accounts.

14. PREPARE LAST-TIME RECORDS  
Prepare last-time records and list of work 
in progress. 

15. MEET WITH YOUR ACCOUNTANT  
Meet with your accountant to finalize 
details. Close client trust accounts after an 
audit is completed and address unclaimed 
client funds.

16. INFORM YOUR STAFF  Inform your 
sta�, in person and in writing.  Provide them 
a “script” as to the closure so they will know 
the true reasons and they can accurately 
inform others.

17. ASSESS REACTION  
Realistically assess the reaction of your 
sta� to your announced departure. 
Identify key sta� and be prepared to 
pay a retention bonus if they stay with 
you for an agreed time. Recognize 
that they too must make other plans, 
and it may not be on your timeline.

18. INFORM OTHER 
KEY PROFESSIONALS  
Inform other key professionals or service 
providers used by you and your o�ce 
(e.g. CPA, computer service and o�ce 
supplies vendor).

19. NOTIFY INSURANCE CARRIERS  
Notify insurance carriers such as 
malpractice, professional liability and 
premises liability carriers.  Purchase “tail” 
insurance coverage that continues to 
cover you for claims that arise after you 
terminate your practice. 

20. PLAN AHEAD FOR 
ENDING YOUR LEASE  
Plan ahead for ending your lease(s), 
subscriptions and services.

21. NOTIFY BAR ASSOCIATIONS  
Notify bar associations, professional 
organizations and licensing agencies.

22. SETUP OUTGOING MESSAGING  
For a reasonable time, put a message on 
your telephone system, website and email 
reply indicating the o�ce has been closed 
and that former clients may reach you at a 
particular number or email address.

23. CLOSE FIRM BANK ACCOUNTS  
Close firm bank accounts and deal with 
safe deposit box contents.

24. MAXIMIZE EQUIPMENT VALUE  
Realize that your o�ce furniture and 
equipment is no longer worth what you 
paid for it and probably a lot less than 
you think it’s worth.  To maximize value, 
look for another professional (attorney, 
accountant, financial planner or insurance 
agent) who plans to start or expand a 
practice and could use a suite of furniture 
and equipment. 

25. CHECK WITH YOUR STATE BAR  
Check with your state bar(s) to ensure 
you are in compliance with their rules.  
For example, some states require that 
you place a public notice of the intent 
to close your business. Procedures di�er 
widely among the states and within them, 
depending partly upon the nature of 
the practice.

26. EMOTIONALLY PREPARE YOURSELF  
Emotionally prepare yourself for retirement. 
The ending of a job, even by your choice, can 
be emotionally turbulent. Having a job to do 
every day gives you sense of purpose, value 
and accomplishment. It is okay to feel elated, 
depressed and everything in between. 

27. CONSIDER CONSULTING, 
MENTORING OR VOLUNTEERING  
As you make future plans, consider 
leveraging your years of knowledge 
and experience in the legal field as 
a consultant, a mentor or a volunteer. 
The ABA has many opportunities for 
you to become a mentor to the next 
generation of lawyers or to volunteer 
your expertise.

28. WRITE THANK YOU NOTES  
Write notes thanking those who have 
had a special impact on your career.

29. PREPARE FOR 
POST-RETIREMENT LIFE  
Make sure you do your research on closing 
your practice and preparing for retirement, 
as well as life after retirement. 

Checklist for Closing Your Solo Practice
Sheila Blackford and Peter Roberts, 
May/June 2011 Law Practice Magazine, Volume 37, Number 3 
 
Closing the Door Behind You
Ed Poll
American Bar Association GP Solo Report, 
Nov 2014, Vol. 4, No. 4
 
Checklist for Closing Your Law Practice 
(Planned Termination of Practice) 
Oklahoma State Bar Association
 
Closing a Law Practice: Through Retirement, Moving to a 
New Firm, or Death of a Fellow Lawyer 
Risk Management Handouts of Lawyers Mutual
 
Checklist for Closing Your Own O�ce 
State Bar of Michigan, Practice Management Resource Center

30. RELAX!  Take a deep breath and relax!

1. MAXIMIZE PRACTICE VALUE  
To maximize practice value, ideally plan one 
year ahead of retirement. Don't be forced 
out by age or circumstance. Create a calendar 
for when certain tasks need to be completed.
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