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From:
[Your Name, & Address here]

To:

[Recipient Name & address here]

[Date here]

Dear [name],

Sub – [write case name]

This is to inform you that I have retained a lawyer to represent my case in the above-mentioned matter. 
I request you to address all correspondence, questions, or demands to [attorney name] at [name and address of the lawyer or law firm].

Regards,

[Your name]

Encl: [Enclosures List here]
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