
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, ZIP Code]  

Subject: [Purpose of the Letter] 

Dear [Recipient's Name], 

I am writing to formally notify you regarding [briefly describe the issue 

or matter]. This letter serves as [a notice/a request/a demand, etc.] and 

is sent via certified mail for legal purposes. 

[Provide detailed explanation of the issue, relevant dates, and any 

supporting information.] 

Please be advised that [state any legal implications or required actions, 

if applicable]. 

I kindly request that you respond by [specific date] to acknowledge 

receipt of this letter and to discuss how we can resolve this issue 

amicably. Failure to respond may result in [describe potential 

consequences, if any]. 

Thank you for your attention to this matter. I look forward to your 

prompt response. 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title (if applicable)]  

[Your Company Name (if applicable)]  

Enclosure: [list any enclosed documents, if applicable]  

cc: [Other relevant parties, if applicable] 


