
Letter of Explanation Regarding Possible 

Legal Issues 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

 

I am writing to provide an explanation regarding potential legal issues that may arise in relation 

to [specific matter or case]. It is important for me to clarify the circumstances surrounding this 

situation to prevent any misunderstandings. 

 

[Explain the situation in detail, including relevant dates, events, and individuals involved. 

Outline any steps taken to resolve the issue or prevent escalation.] 

 



I assure you that I am fully committed to addressing any concerns and finding a resolution. I am 

open to discussing this matter further and would appreciate any guidance or recommendations 

you may have. 

 

Thank you for your understanding and attention to this matter. Please feel free to contact me at 

[your phone number] or via email at [your email address] if you wish to discuss this further. 

 

Sincerely, 

 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


