[Sample Dear John]

[To use this letter, save on to your desktop [select save as] then change address, subject and your name and delete these instructions]

Your Lawyer About To Be Replaced
35th Floor
456 Sesame Street
Wellington

Good morning Lawyer About To Be Replaced
 

SUBJECT: YOUR NAMES AND BUSINESS NAMES
 

We have decided to use a different lawyer to undertake our legal work and have chosen to use Johnston Lawrence for all future work. Please arrange to have all our records sent to Johnston Lawrence.
 

Thank you for the service you have provided to us, we wish you well for the future. 
Yours sincerely

Your name

