
[Your Name]  

[Your Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient Name]  

[Recipient Title]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Subject: [Subject of the Legal Notice]  

Dear [Recipient Name], 

[Opening paragraph stating the purpose of the letter and any relevant 

background information.] 

[Body paragraph(s) detailing the legal notice, including facts, actions 

being taken, deadlines, or responses required.] 

[Final paragraph summarizing the main points and stating the next steps 

or actions to be taken. Offer contact information for any questions or 

clarification.] 

Sincerely, 

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Company/Organization]  

Enclosure: [List any documents enclosed, if applicable]  

cc: [Names of others receiving a copy, if applicable] 


