
Information requests and other client admin letters - clearance letter – final - to be sent by recorded delivery
Insert name and address of previous adviser
insert Reference
insert Date
Dear Insert name
Insert client name
I wrote to you on insert date and again on insert date to inform you that the above client has approached us to act as their insert role. 

Please could you urgently inform me of any circumstances or information which you have knowledge of, which I need to consider in deciding whether or not to formally accept this appointment.

Unless we receive a reply within seven days of the date of this letter, I will assume that there are no matters of which I should be aware and I will then proceed to accept the appointment.

If you have sent the information within the last seven days please ignore this letter.

Yours sincerely

Insert name

