
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Title/Position]  

[Court Name]  

[Court Address]  

[City, State, Zip Code]  

Re: [Case Name/Number]  

Dear [Recipient's Name or "To Whom It May Concern"],  

I am writing to respond to [describe the document or motion you are 

responding to, e.g., "the plaintiff's complaint filed on [date]"].  

[Provide your response to the specific allegations or points raised in 

the original document. Be clear and concise, addressing each point if 

necessary.]  

[Include any evidence or references to applicable laws/rules that support 

your position.]  

I respectfully request that the court consider my response and [state 

what you are asking the court to do, e.g., "dismiss the case," "deny the 

motion," etc.].  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title if applicable] 


