[Date] 
[Recipient Name]

[Company Name]

[Address]

[City, State/Province Zip/Postal Code]
RE:
Case name, county & #
Dear [Recipient]:
The Office of the Appellate Defender appointed me as provisional counsel on date. I am writing to introduce myself and to offer any assistance that you may need as you prepare our client’s case for appeal.
North Carolina law is very specific regarding how both trial and appellate counsel for a parent who wants to appeal must proceed. Many of the items relevant to perfecting an appeal are found in Chapter 7B, Article 10, the North Carolina Rules of Civil Procedure, and Rule 3A of the North Carolina Rules of Appellate Procedure. Of great importance at this stage of the case is the manner of entering the notice of appeal. It must be signed by both trial counsel and client and filed within thirty days of service of the trial court’s order. It is imperative that a certificate of service, signed by trial counsel, dated, and file-stamped by the clerk of superior court accompany the notice of appeal. I always recommend filing the notice of appeal as soon as possible after receiving the trial court’s order to allow time for amendment of the notice of appeal if it is needed.
Many issues arise throughout the life of an abuse, neglect, dependency or termination of parental rights case. Please contact my office at your convenience if there is anything at all that I can do to assist you. I am looking forward to working with you. With kindest regards, I remain,

Sincerely yours,

Attorney at Law 
