
Formal Legal Notice 

From: [Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date] 

To: [Recipient Name]  

[Recipient Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

This letter serves as formal legal notice regarding [briefly describe the matter, e.g., breach of 

contract, unpaid debts, etc.]. 

According to [mention any applicable laws or agreements], you are hereby required to [state the 

action you require from the recipient, e.g., pay the amount due, cease the action, etc.] within 

[number of days]. Failure to comply may result in [mention potential consequences, legal action, 

etc.]. 

Please consider this matter seriously and take the necessary action. I recommend that you seek 

legal counsel regarding your obligations in this matter. 

Thank you for your immediate attention to this serious matter. 

Sincerely, 

[Your Name] 


