NAME OF LAW FIRM

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

Date: [Insert Date]

[Recipient Name]
[Recipient Title/Position]
[Company Name]
[Recipient Address]
[City, State, Zip Code]

Re: [Case Name or Matter Description]
Our File No.: [Reference Number]

Dear [Recipient Name],

[Enter the body of your letter here. Use multiple paragraphs as needed for clarity and legal
structure. |

[Example: This letter serves as formal notification regarding the aforementioned matter. We
request that you review the attached documentation and provide a response by the close of

business on [Date].]

Should you have any questions regarding this matter, please do not hesitate to contact our office
directly.

Sincerely,
[Signature]
[Attorney Name]

[Title, e.g., Senior Partner]
NAME OF LAW FIRM

CONFIDENTIALITY NOTICE: This message is intended for the use of the individual or entity to which it is
addressed and may contain information that is privileged and confidential.



