
NAME OF LAW FIRM 

123 Justice Avenue, Suite 500 

Legal City, State, Zip Code 

Phone: (555) 123-4567 | Fax: (555) 123-4568 

Website: www.lawfirmwebsite.com | Email: info@lawfirm.com  

 

Date: [Insert Date] 

Our Ref: [Insert Case/File Number] 

[Recipient Name] 

[Recipient Title/Position] 

[Company Name] 

[Street Address] 

[City, State, Zip Code]  

RE: [Subject Matter or Case Name] 

Dear [Recipient Name], 

[First paragraph: Introduce the purpose of the letter and the party you represent.] 

[Second paragraph: Detailed explanation of the legal matter, facts, or requests.] 

[Third paragraph: Deadline for response or proposed next steps.] 

Sincerely, 

[Signature] 

[Printed Name of Attorney] 

[Title, e.g., Senior Partner] 

NAME OF LAW FIRM  

 

CONFIDENTIALITY NOTICE: This message is intended only for the use of the individual or entity to which it is 

addressed and contains information that is privileged, confidential, and exempt from disclosure under applicable 

law. 


