[Your Full Name]
[Street Address]
[City, State ZIP Code]
[Email Address]
[Phone Number]
[Date]
[Recipient’s Full Name or Company Name]
[Recipient’s Address]
 Subject: Letter of Intent to Sue for [Briefly State Reason, e.g., Breach of Contract, Unpaid Invoices]
Dear [Mr./Ms./Mx. Recipient's Last Name],
This letter serves as a formal notification of our intent to file a lawsuit against you/your company, [Recipient Company Name], due to [briefly state the core reason for the lawsuit, e.g., a material breach of our service agreement dated January 15, 2025]. We have made several attempts to resolve this matter amicably, but our efforts have been unsuccessful.
The basis for our legal claim is as follows:
On [Date], we entered into an agreement wherein [briefly describe the agreement or relationship]. According to the terms of this agreement, you were obligated to [describe the recipient's obligation]. However, you failed to meet this obligation.
Specifically, the following events occurred:
1. On [Date], [describe the specific action or inaction that constitutes the breach or harm, e.g., "you failed to deliver the agreed-upon goods"].
1. On [Date], we contacted you via [email/phone] to address this issue but received no satisfactory response. [Include another specific event or piece of evidence if applicable].
1. As a direct result of your failure to [restate the failed obligation], we have incurred damages totaling $[Amount]. This includes [briefly break down the damages, e.g., "loss of revenue, costs to hire an alternative supplier, and repair costs"]. We have attached copies of [mention relevant evidence, e.g., "the original contract, relevant invoices, and correspondence"] for your review.
To resolve this matter without resorting to litigation, we demand [state the specific action or payment required]. This includes the full payment of $[Amount] to compensate for the damages we have sustained. We expect to receive this payment in full.
You are hereby given a deadline of 15 business days from the receipt of this letter to comply with our demand. Your response or payment must be received by our office no later than [Date 15 business days from sending].
Please be advised that we are taking this matter very seriously. Should you fail to respond or meet our demand by the specified deadline, we will have no alternative but to immediately proceed with filing a formal lawsuit with the appropriate court. This action will seek not only the aforementioned damages but also attorney's fees, court costs, and any other relief the court deems appropriate.
This letter represents a final attempt to resolve this dispute before legal proceedings commence. We hope to avoid litigation but are fully prepared to pursue all available legal remedies to protect our interests.
Sincerely,
__________________________
[Your Signature (if printed)]
[Your Full Name]
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