[bookmark: _GoBack]{your name}
{your address}
{date}
{recipient name}
{recipient address}
Dear {recipient name}:
I received your letter, dated {date of claimant’s letter}, in which you {summarize the claimant’s claim here}.
{Dispute the claim here and discuss what you disagree with. Mention any documents you are enclosing.}
{Outline any terms that apply to your offer. Make your settlement offer, including the date the offer expires.}
Sincerely,
{your signature}
{your name}
Enclosures

