{Date}
{Defendant’s Name}
{Defendant’s Address}
{City, State, Zip Code}

Re: {Nature of Claim}

Dear {Mr./Mrs./Ms. Last Name},
This is to inform you that {law firm name} has been retained by {plaintiff’s name} to pursue legal action against you based on {nature of case}. The facts that have led to this complaint are as follows {describe the circumstances of the case}.
My client wishes to settle this case amicably, and, to that end, we request {describe damages ask}. If this case remains unresolved by {deadline}, we will assume you do not wish to settle out of court. {Law firm name} will then file a lawsuit against you pursuant to {relevant citation} for {amount of damages}.
Please contact me at {contact information} within {duration} if you wish to resolve this matter without litigation.
Sincerely,
{Attorney’s Name}
{Attorney’s Signature}


