
Internal Legal Communication 

Date: [Insert Date] 

To: [Recipients' Names/Departments] 

From: [Your Name / Department] 

Subject: [Subject of the Communication] 

 

Dear [Recipients' Names], 

I hope this message finds you well. The purpose of this communication is to address [briefly 

outline the purpose of the communication]. 

As per our internal policies and legal guidelines, it is imperative that we [explain necessary 

actions, protocols, or legal considerations]. Please ensure that you [specific instructions or 

actions needed from the recipients]. 

Should you have any questions or require further clarification, please do not hesitate to reach out 

to me directly at [Your Contact Information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 


