
[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally inquire about legal assistance regarding our upcoming due diligence 

process related to [brief description of project or purpose]. We aim to ensure compliance and 

mitigate potential risks associated with this endeavor. 

Specifically, we would like to discuss the following areas: 

• [Area 1] 

• [Area 2] 

• [Area 3] 

We appreciate your expertise in this field and would like to schedule a meeting at your earliest 

convenience to explore how you can assist us in this matter. 

Thank you for your attention to this inquiry. I look forward to your prompt response. 

Sincerely, 

[Your Name] 



[Your Position] 


