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

NAME
COMPANY
ADDRESS LINE
CITY,STATE ZIP CODE

RE: NAME vs.
NAME

ENCLOSED PLEASE FIND:

| Complaint

Petition
Summons
Subpoena
Filing Fee
Process Fee
Answer
Motion
Affidavit
Other Pleading

| | Other

PLEASE:

[ ]

File

| [Review
| [For your file
| [Mark Copies

"Filed" & Return

Enclosure(s)

" |Interrogatories

|__|Agreed Order
| Notice of Hearing

Request for Admissions
Request for Production
Discovery Combination
Notice to Take Deposition
Response to Discovery
Request/Relief from Stay

DATE

__[Reply
| |Bill Filing Fee
| |Sign & Return
| |Other

[ ]
||
L]

Sincerely,

NAME

| |Deed, D/T or Lien

Articles of Incorporation

Contract

Exhibits

Documents

Correspondence

Self-Addressed Envelope
Original(s)

L] Copies TO BE RETURNED

Issue Process
Record and Return
Serve



