SAMPLE  LETTER TO OPPOSING COUNSEL 

(OR ADVERSE PARTY) OR COURT – May be modified for retirement, relocation out of jurisdiction, etc.

DATE (NOTE:  notice must be sent within ten days after the date of the commission or court order or judgment imposing discipline or transfer to disability inactive status)
NOTE:  Notification must go to client being

represented in pending matters; any co-counsel

in pending matters; any opposing counsel in 

pending matters, or, in the absence of such counsel,

the adverse parties; and each court or division in 

which respondent has any pending matter,

whether active or inactive

CERTIFIED MAIL – RETURN RECEIPT REQUESTED

(Name and address of opposing counsel, adverse party, court, etc.)



Re: (pending matter(s))

Dear (Name):

This letter is to advise you that, per the (fill in specific name of the order or judgment – e.g., Order of Disbarment) signed (fill in date) by the Supreme Court of Arizona, I will be disqualified from practicing law in Arizona effective (fill in effective date for order).  In case of suspension – Pursuant to the order/judgment, I am suspended for a period of (fill in length). I will be able to practice again only after I am reinstated by an order of the Supreme Court of Arizona.

The above matter is pending in your court/You represent (name of opposing party) in this matter/(In case of unrepresented adverse party, no language necessary here).  I have advised my client of my pending disqualification from practice and have requested his/her instructions regarding substitute counsel.  If my client does not obtain substitute counsel before the effective date of (the disqualifying event), I will move in (court or agency) for leave to withdraw.

Following is the name and address of my client:

If you have any questions, please contact me at (fill in phone number, etc.)

Sincerely,

