
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Clerk of Court's Name]  

[Court's Name]  

[Court's Address]  

[City, State, Zip Code]  

Re: [Case Name/Case Number]  

Dear [Clerk of Court/Specific Judge's Name],  

I, [Your Name], am writing to formally submit [type of document, e.g., "a 

motion to dismiss," "a response to the complaint," "evidence in support 

of my claim," etc.] regarding the case [Case Name/Case Number], filed on 

[Date of original filing].  

[Briefly state the purpose of your letter. Explain the reason for your 

filing and any pertinent details. You can also include any relevant 

deadlines, legal citations, or supporting information. Keep this section 

concise.]  

I have attached [list any documents you are including with the letter, 

e.g., "the motion," "supporting documentation," etc.] for your review. 

Please confirm receipt of this filing and let me know if any further 

information is required.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Enclosures: List of documents] 


