NAME OF LAW FIRM

123 legal Avenue, Suite 100, City, State, Zip Code
Phone: (555) 123-4567 | Fax: (555) 987-6543
Email: contact@lawfirm.com | Website: www.lawfirm.com

Date: [Insert Date]

Our Ref: [Reference Number]

Your Ref: [Opposing Party Reference]

[Recipient Name]

[Recipient Title/Firm]

[Street Address]

[City, State, Zip Code]

RE: [Case Name or Subject Matter]|

Dear [Recipient Name],

[First paragraph: State the purpose of the letter and who you represent. ]
[Second paragraph: Provide the factual background or legal arguments. |
[Third paragraph: Outline any demands, deadlines, or requested actions.]
Sincerely,

[Signature]

[Attorney Name]

[Title/Partner]
NAME OF LAW FIRM

CONFIDENTIALITY NOTICE: The information contained in this letter is intended only for the individual or entity
to whom it is addressed and may contain confidential and/or privileged material. Any review, retransmission, or
other use of this information by persons or entities other than the intended recipient is prohibited.



