
Legal Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Organization: [Recipient's Organization] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

This letter serves as a formal notification regarding [brief description of the legal issue]. It has 

come to our attention that [specific details relevant to the situation]. 

In accordance with [refer to any relevant rules, regulations, or bylaws], we hereby request that 

you [action required from recipient] by [specific deadline]. Failure to comply may result in 

[briefly outline potential consequences]. 

We believe it is in the best interest of the organization to resolve this matter amicably. Please feel 

free to contact me at [your contact information] should you require further clarification or wish 

to discuss the matter further. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


