
Date: [Insert Date] 

To: [Recipient Name/Legal Team] 

From: [Your Name/Department] 

Subject: Management of Pending Court Cases and Upcoming Deadlines  

Dear [Recipient Name], 

This letter serves as a formal update and directive regarding the management of our currently 

pending court cases and their associated legal deadlines. 

1. Status of Pending Cases: 

Please find the current status of the following active matters: 

• Case Name/Number: [Insert Case Info] - Current Status: [Insert Status] 

• Case Name/Number: [Insert Case Info] - Current Status: [Insert Status] 

2. Immediate Deadlines: 

The following critical deadlines require immediate attention to ensure compliance and avoid 

default: 

• [Date]: [Description of Filing/Action Required] 

• [Date]: [Description of Filing/Action Required] 

• [Date]: [Description of Filing/Action Required] 

3. Required Actions: 

To ensure effective management, please perform the following tasks: 

• Verify all hearing dates with the court calendar. 

• Submit all necessary evidence and briefs at least [Number] days prior to the deadline. 

• Provide weekly status reports regarding any correspondence with opposing counsel. 

Failure to meet these deadlines may result in adverse judgments or sanctions. Please 

acknowledge receipt of this memorandum and confirm that the deadlines listed above have been 

calendared. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title]  


