Professional Inquiry Letter Template for Legal Services

This professional inquiry letter template for legal services is designed to help individuals and businesses formally request information or
assistance from law firms or legal professionals. It provides a clear and concise format for outlining the purpose of the inquiry, specifying the legal
issues or services needed, and requesting relevant details such as consultation availability, fee structures, and qualifications. Using this template
ensures effective commumnication while maintaining a professional tone, facilitating a smooth initial contact with legal service providers.

Sample Inquiry Letter

[Your Name]

[Your Title/Position, if applicable]

[Your Company/Organization, if applicable]
[Your Address]

[Ctty, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Law Firm or Legal Professional's Name]
[Law Firm Name]

[Address]

[Ctty, State, Zip Code]

Dear [Mr./Ms./Dr.] [Last Nae],

I am writing to inquire about your legal services in relation to [briefly state the legal issue or service needed, e.g., business contract review, estate
planning, dispute resolution, etc.]. I would appreciate your guidance and nsight on how your firm can assist with this matter.

Specifically, I am interested n:

Your experience and qualifications in handling similar legal matters
Consultation availability and process

Fee structures and potential costs

Any mitial documentation or information required from my side

Please let me know your earliest availability for a consultation. If you require any additional information, feel fiee to contact me at your
convenience.

Thank you for your time and attention. I look forward to your response.

Sincerely,
[Your Full Name]
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