
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Clerk of the Court]  

[Court Name]  

[Court Address]  

[City, State, ZIP Code]  

Re: Motion for [Specify the Purpose of the Motion]  

Case No: [Your Case Number]  

Dear [Judge's Name or "Honorable Court"], 

I, [Your Name], am writing to file a motion regarding [briefly describe 

the purpose of the motion, e.g., request for an extension, a change of 

venue, etc.].  

[In this paragraph, provide a detailed explanation of the motion and its 

basis. Include any relevant facts, legal standards, and supporting 

arguments.] 

[In this paragraph, outline any evidence or documents you are submitting 

in support of the motion. Mention if you are attaching any exhibits.] 

In light of the above, I respectfully request that the court [state your 

request clearly, e.g., grants the motion, schedules a hearing, etc.]. 

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending hard copy)]  

[Your Typed Name] 


