LETTER TO OPPOSING PARTY
(Sample—Modify as appropriate)

[Your Name]
Assisting Attorney for [Planning Attorney’s Full Name]
[Your Address]
[City, State, Zip]
[Email Address]
[Phone Number]
[Date]

[Opposing Counsel’s Name]
[Law Firm Name]
[Address]
[City, State, Zip]
[Email Address]

Re: Succession of [Planning Attorney’s Name] – [Client Name]/[Case Name]

Dear [Opposing Counsel’s Name],
I am writing to notify you that [Planning Attorney’s Full Name], who represented [Client Name] in the above-referenced matter, has become [incapacitated/deceased] as of [date]. I have been authorized to act as the Assisting Attorney for purposes of closing or transitioning [his/her/their] legal practice.
I will be in contact shortly regarding the status of this matter and to discuss next steps for ensuring continuity or closure. Please direct any future correspondence related to this case to my attention until further notice.

Sincerely,
[Your Full Name]
Assisting Attorney
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