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Checklist 
Closing a Law Practice
	


ESSENTIAL PRELIMINARY CONSIDERATIONS:
☐Seek preliminary advice from a financial or business adviser – review your financial data and consider the anticipated solvency position.
☐Consider the reason for the closure, alternate options, and the length of time required (or available) to attend to the closure.
☐Consider LawCare’s counselling services as you navigate the transition from running your own practice.
☐Set a closure date.

CLIENT AND REPUTATIONAL CONSIDERATIONS: 
☐Undertake a risk analysis of all current files and consider current matter status and anticipated next steps. Ensure the file is ordered and clear on the next steps required.
☐Notify clients, referrers and suppliers of the intended closure date.
☐Advise clients in writing of any critical dates on their files and the consequences if they fail to address the issue before the expiry of the critical date.
☐Consider whether you will provide clients with a list of practitioners who may be able to assist with current or future matters [note the prior law practice/ successor law practice implications for the purposes of professional indemnity insurance should be discussed with Lexon (or your professional indemnity insurer)]. Alternatively arrange for clients to collect their files and seek their own alternate legal representation.
☐Ensure all undertakings given by the practice have been honoured.
☐Where the practice is the solicitor on record, make arrangements to file the appropriate form in the Court or Tribunal Registry to withdraw from the record.
☐You should also consider whether:
☐You are a proposed executor, trustee, appointor or attorney for any client? Notify all clients who are still living to update their documents if you no longer wish to be appointed in that role or provide those clients with updated contact details if you do.
☐You are acting as a donee of a power of attorney? Where your client has lost capacity and you are the only attorney, consider the need to apply to QCAT for consent to withdraw as attorney if you no longer wish to act in this role.
☐Your practice is the registered office of any client company? 
☐Bill all work completed to date, subject to terms of client agreement.
☐Arrange for collection or transfer of safe custody documents. How will you manage uncollected safe custody documents? As a bailor, you have a specific obligation to return safe custody documents to your clients or continue to hold such documents indefinitely. 
☐Arrange for the retention, transfer or destruction of closed client files and electronic records ensuring compliance with Rule 14 of the Australian Solicitors Conduct Rules 2012. Closing your practice does not absolve you from meeting these obligations. 
☐Arrange for the retention of trust account records (including backup) ensuring compliance with ss 59-60 Legal Profession Regulation 2017. 

[bookmark: _Toc36803086]QLS NOTIFICATIONS:
☐Notify QLS (Records) of your change in contact details.
☐Notify QLS (Records) of who has retained any files (including archived files) and safe custody documents (where these were not released to the client) and contact details of the person or organisation retaining custody.
☐Notify QLS (Records) of the location where the above files and safe custody documents are kept.

GENERAL BUSINESS CONSIDERATIONS: 
☐Identify what assets may be sold, research selling prices and method of sale.
☐Consider what assets you use and wish to retain that may be owned by your business entity – laptop, phone, and vehicle. Seek financial and/or legal advice if you wish to retain these assets.
☐Pay your recurring bills and outstanding loan agreements. If you have insufficient funds to meet your liabilities speak to your accountant about bankruptcy or insolvency.
☐Notify your suppliers. What subscription services has the practice subscribed to, what are the legal practice’s on-going obligations or notice requirements for termination?
☐Consider whether a notice of closing should be placed on your office door.
☐Arrange disconnection of office services, electricity, internet, telephone, web hosting, domain names, redirect mail and/or close Post Office Box.
☐Review social media accounts, third party platform listings and website. Either remove in entirety or change messaging to advise of closure and future contact details to access archived files/safe custody etc.
☐Notify PEXA of closure (if you are a PEXA subscriber). For existing matters consider inviting the client’s new legal representative into the workspace before withdrawing.


COMPLIANCE AND REGULATORY CONSIDERATIONS:
☐Where the practice operates a trust account refer to chapters 15 to 17 of the QLS Trust Accounting Guide and consider your obligations to the financial institution where your practice’s account is held.
☐Check the practice’s obligations in relation to employee entitlements.
☐Communicate with your employees and provide official notice, or payment in lieu of notice, as required.
☐Check the practice’s obligations in relation to all leases and supply agreements.
☐Seek advice in relation to the practice’s obligations to the ATO and/or ASIC.
☐Cancel your ABN.
☐Check with Lexon regarding run-off insurance and possible top-up insurance.
☐Cancel business insurance, public liability insurance.
☐Cancel any business name owned by the practice and/or deregister your company.
☐Notify the QLS at least 14 days prior to the intended closure date [s.63 (1) Legal Profession Regulation 2007)];
☐Where the practice is an Incorporated Legal Practice, the corporation must give notice to the QLS within 14 days after the corporation stops engaging in legal practice (QLS form 25).
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