
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, ZIP Code]  

Subject: [Subject of the Legal Document]  

Dear [Recipient's Name],  

I am writing to formally notify you of [purpose of the letter or 

document], as required by [specify applicable law, regulation, or 

agreement, if any].  

Enclosed, please find the following legal documents:  

1. [Document 1 Title]  

2. [Document 2 Title]  

3. [Any additional documents]  

Please be advised that this letter is sent via certified mail to ensure 

that it is received and acknowledged. A tracking number for this 

certified mail is [Tracking Number].  

Should you have any questions or require further clarification regarding 

these documents, please do not hesitate to contact me at [your phone 

number] or [your email address].  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Title, if applicable]  

[Your Company Name, if applicable]  

[Enclosures: List of enclosed documents]  

[cc: Other relevant parties, if applicable] 


