
NAME OF LAW FIRM 

123 Legal Avenue, Suite 100 

City, State, Zip Code 

Phone: (555) 123-4567 | Fax: (555) 987-6543 

Email: info@lawfirmname.com | Website: www.lawfirmname.com  

 

Date: [Insert Date] 

RE: [Case Name or Subject Matter] 

Matter Number: [Insert Number]  

[Recipient Name] 

[Recipient Title/Firm] 

[Street Address] 

[City, State, Zip Code]  

Dear [Recipient Name], 

[Insert body text here. This template provides the standard structure for formal legal 

correspondence.]  

[Insert additional paragraphs as necessary.]  

Sincerely, 

[Signature] 

 

[Attorney Name] 

[Title, e.g., Partner/Associate] 

NAME OF LAW FIRM  

Enclosures: [List Enclosed Documents] 

CC: [Name of Person Copied]  


