
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient's Name]  

[Recipient's Position]  

[Law Firm's Name]  

[Law Firm's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. My name is [Your Name], and I am currently seeking legal 

counsel regarding [briefly explain the nature of the legal issue]. I understand that your firm 

specializes in [mention relevant area of law], and I believe your expertise could greatly benefit 

my situation. 

I reside in [Your State], but given the complexities involved in my case, I am reaching out to 

attorneys located in [Recipient's State]. I would appreciate the opportunity to discuss my case in 

detail, as well as any initial thoughts you may have on possible steps moving forward. 

Please let me know your availability for a consultation, either through a phone call or a virtual 

meeting. I am looking forward to your response. 

Thank you for your time and consideration. 

Sincerely,  

[Your Name] 


