LETTER BORDER

LAW OFFICESOF SMITH & ASSOCIATES

1234 Justice Blvd., Suite 100, Washington, DC 20001
Phone: (202) 555-0199 | Email: contact@smithlaw.com

TO:

Recipient Name

Recipient Title or Position
Recipient Company or Organization
Recipient AddressLine 1

Recipient AddressLine 2

City, State ZIP Code

RE: SUBJECT OF THE LETTER

Dear Recipient Name,

We write to you on behalf of our client to formally address the matters set forth herein. This letter servesasa
formal communication to outline the positions, understandings, and requests pertinent to the subject matter
discussed.

The purpose of this correspondence isto clarify the rights and obligations of the partiesinvolved and to set
forth the expectations moving forward. We trust that this letter will facilitate mutual understanding and
cooperation.

Please consider thisletter as aformal notice pursuant to applicable laws and contractual agreements. We
expect your acknowledgment and response within the reasonabl e timeframes prescribed by law.

Thisletter isintended to be legally binding and enforceable, and any failure to respond or act accordingly
may result in further legal actions as deemed necessary.

Should you have any questions or wish to discuss the matters herein, please do not hesitate to contact our
office at your earliest convenience.

Thank you for your prompt attention to this important matter.

Sincerely,

SMITH & ASSOCIATES

Authorized Signatory:

Printed Name:




Title:

Smith & Associatesis aprofessional law firm duly licensed to practice law in the District of Columbia and other relevant jurisdictions.
This communication is intended solely for the addressee and may contain confidential and privileged information. Unauthorized use, disclosure, or copying is prohibited and may be unlawful.
No attorney-client relationship is established by this |etter unless expressly stated herein.
Please retain this letter for your records.
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This template is provided for guidance only and does not constitute legal advice.
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