
Your Name 

Your Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date 

Recipient Name 

Recipient Title 

Company Name 

Company Address 

City, State, Zip Code 

Dear [Recipient Name], 

I am writing to formally communicate on the matter of a legal claim relating to [brief description 

of the issue]. This matter has significant implications, and it is imperative that we address it 

promptly. 

The details of the claim are as follows: 

• Claim Number: [Claim Number] 

• Date of Incident: [Date] 

• Description: [Detailed description of the claim] 

We seek to resolve this matter amicably and would appreciate your prompt attention and 

response by [deadline for response]. Please feel free to contact me directly at [Your Phone 

Number] or [Your Email Address] to discuss this matter further. 

Thank you for your attention to this important issue. 

Sincerely, 

[Your Name] 


