
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Court Appearance Notification  

Dear [Recipient's Name],  

I hope this letter finds you well. This is to inform you that you are 

required to appear in court on [Date] at [Time] for [Reason for Court 

Appearance, e.g., a hearing regarding your case number XYZ].  

Please ensure that you bring all necessary documents related to your 

case. Failure to appear may result in [consequences, e.g., a default 

judgment].  

Should you have any questions or need further clarification, feel free to 

reach out to me.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title, if applicable]  

[Enclosures: Document list, if applicable]  

[cc: Other relevant parties, if applicable] 


