
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Judge's Name]  

[Court Name]  

[Court Address]  

[City, State, Zip Code]  

Dear Judge [Last Name], 

Re: [Case Name/Case Number] 

I hope this letter finds you well. I am writing to provide a summary 

regarding [briefly state the subject of the summary, e.g., a case status, 

a specific motion, etc.]. 

[Paragraph 1: Brief introduction of the case and its importance. You may 

include relevant dates and key facts.] 

[Paragraph 2: Summary of the main points, arguments, or evidence. Explain 

the significance of each point clearly and concisely.] 

[Paragraph 3: Any recommendations or requests you wish to make. Be 

respectful and precise about what you are seeking.] 

Thank you for your attention to this matter. I appreciate your time and 

consideration. 

Sincerely, 

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position, if applicable] 


