
DATE: [Date] 

TO: [Client Name or Recipient Name] 

FROM: [Drafting Attorney/Law Clerk Name] 

RE: [Case Name/Matter Number] 

Dear [Recipient Name], 

[Body of the legal letter or document content goes here.] 

Sincerely, 

[Your Name] 

[Your Title] 

 

SUPERVISING ATTORNEY SIGN-OFF: 

I, [Supervising Attorney Name], have reviewed the foregoing document. I approve its contents 

and authorize its formal filing/distribution. 

__________________________ 

[Supervising Attorney Name] 

Senior Partner / Supervising Attorney 

[Bar Number] 

[Date Signed] 


