
{Date}

{Recipient’s Name}
{Recipient’s Address}
{City, State, Zip Code}

Re: {Nature of Demand}

Dear {Mr./Mrs./Ms. Last Name},
The {law firm name} is writing this letter on behalf of {client’s name} and in regards to {mention reason for writing}. On {date of incident}, you {mention the reader’s actions that inspired the letter}. 
Our client is requesting {indicate nature of request} to remedy the situation. We will expect a response by {insert deadline}, without which we will be free {provide consequences of non-compliance}.
If you have any questions, contact us at {contact information}.
Prompt attention to this matter will be appreciated. 

Sincerely,
{Attorney’s Name}
{Law Firm Name}
{Attorney’s Signature}
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