
 

Instruction:  This is a model letter.  Adapt to fit your facts and circumstances.

Date

Name
Company 
Address
City, State   Zip Code

Re:       vs.     

Dear      :

Enclosed please find a letter which I received today from the attorney representing      .
Please contact me as soon as possible so we can discuss how to handle this matter.

Sincerely,

     

BY:
     

     /     
Enclosure


