Legal Letters to unrepresented parties

If you have a dispute with someone, and you want to speak to them or demand that they do something, you could write them a letter. If your case goes to court, you may need to use the letter as evidence.

This page is a guide to writing to a party that is representing themselves, just like you. If the person you are in dispute with is represented by a lawyer, you should not contact them directly. Instead, you should write to their lawyer. For more information, see Letters to lawyers.

You may want to write to the unrepresented party because they owe you money, or you need to serve (formally give) some court documents by post.
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 For a helpful tool to use when writing a letter to an unrepresented party, see Checklist: Writing letters.
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 Whenever you write to other parties or their lawyers, you should make sure to only include things that you may want to rely on in court. If you want to offer to settle the matter, you can write the words 'Without Prejudice' on your letters. This means the letters sent by you usually can't be used as evidence in court. Before sending the letter, you should get legal advice.

Your letter should include: 

· ​Your add​​ress, the other party's address and the date
· Heading​
· A reference to any relevant previous letters
· What you want to say to the unrepres​​ented party
· Your signature and relevant documents
​Your add​​ress, the other party's address and the date

When you write a letter, your name and address should be at the top of the page, on the right hand side. Underneath that, on the left hand side, you should write the date, and the name and address of the person or business you are writing to.
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 Always include the date you are signing/sending the letter. A date is important because:

· it can help you prove when you sent the letter

· a date can be used to identify the document. For example, if you call the party about your letter you can ask them if they have received your letter 'dated 10 January 2011'.

For example:

John Smith 
23 West Street 
WESTOWN NSW 2999 
Ph: 0499 111 111


19 November 2011 


Ms Paula Brown 
Paula's Hair Design 
Shop 3, 1034 George Street
PARRAMATTA NSW 2150​
Heading​
Any letter you write should include a heading. The heading should state all the names of the parties, the court the case is in and the case number, (if the case is in court), or other details to identify the matter, (if a court case has not been started). For example:

· John Smith v Paula Brown. Parramatta Local Court, Case number 2011/000111222

· John Smith and Paula Brown, Payment for shop fitting work done at Paula's Hair Design, 12 April 2011.

For example:​
John Smith

23 West Street

WESTOWN NSW 2999

Ph: 0499 111 111


19 November 2011



Ms Paula Brown
Paula's Hair Design
Shop 3, 1034 George Street
PARRAMATTA NSW 2150

​Dear Madam,

John Smith and Paula Brown trading as Paula's Hair Design Payment for shop fitting work done at Paula's Hair Design​
A reference to any relevant previous letters

If there has been a previous letter from the person you are writing to and you are replying to that, you should say this in the next line.

For example:

John Smith

23 West Street

WESTOWN NSW 2999

Ph: 0499 111 111​

​19 November 2011

Ms Paula Brown
Paula's Hair Design
Shop 3, 1034 George Street
PARRAMATTA NSW 2150

Dear Madam,

John Smith and Paula Brown trading as Paula's Hair Design

Payment for shop fitting work done at Paula's Hair Design

I refer to your letter dated 10 November 2011.​
​If you have written to the unrepresented party previously and received no reply, you could instead refer to your last letter.

What you want to say to the unrepres​​ented party

When you write a letter to someone you should clearly state what the letter is about. If you are:

· responding to a question, clearly state what question you are answering and what the answer is

· demanding payment, be clear why you think the money is owed, how much is owed, and when you expect it to be paid

· asking for information, make sure you clearly set out what you want

· serving documents, refer to them in the letter and enclose them with the letter.

For example:

John Smith
23 West Street
WESTOWN NSW 2999
Ph: 0499 111 111


​​​19 November 2011

Ms Paula Brown
Paula's Hair Design
Shop 3, 1034 George Street
PARRAMATTA NSW 2150

Dear Madam,

John Smith and Paula Brown trading as Paula's Hair
Design ​Payment for shop fitting work done at Paula's Hair Design


I refer to my letter dated 10 November 2011 and the shop fitting work that I performed on your ​business premises at Shop 3, 1034 George Street, Parramatta, on 3 and 4 October 2011. You have not paid my invoice dated 15 October 2011, for $3233.00. I enclose a copy of my invoice. Payment of the invoice was due on 1 November 2011.

Please pay the full amount of $3233.00 by 5pm on 3 December 2011. If you fail to pay I will instruct a solicitor to begin legal proceedings against you on my behalf, and you may become liable for legal costs and expenses, as well as interest.

​I look forward to hearing form you.​
Your signature and relevant documents

When you have completed the letter, you can write "Yours faithfully", leave two or three spaces, write your name and then sign in between "Yours faithfully" and your name.

If you are sending any documents, cheques or any other items, these are called 'enclosures'. You should describe what you are enclosing in the text of your letter (as in the example above). You should also add the letters "encl" underneath your name. This reminds the person receiving the letter that you sent something with it.

For example:

John Smith
23 West Street
WESTOWN NSW 2999
Ph: 0499 111 111

​19 November 2011

Ms Paula Brown
Paula's Hair Design
Shop 3, 1034 George Street
PARRAMATTA NSW 2150


Dear Madam,

John Smith and Paula Brown trading as Paula's Hair Design

Payment for shop fitting work done at Paula's Hair Design

I refer to my letter dated 10 November 2011 and the shop fitting work that I performed on your business premises at Shop 3, 1034 George Street, Parramatta, on 3 and 4 October 2011, as agreed by you. I note that my invoice dated 15 October 2011, for $3233.00, remains unpaid. I enclose a copy of that invoice for your information. You will note that payment of the invoice was due on 1 November 2011.

Please pay the full amount of $3233.00 by no later than 5pm on 3 December 2011. If you fail to pay I will instruct a solicitor to begin legal proceedings against you on my behalf, and you may become liable for legal costs and expenses, as well as interest.

I look forward to your reply.

Yours sincerely

J. Smith

John Smith
encl​
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 Make sure you include a telephone number in any letter you write so that the person you send the letter to can contact you if they need to. You could also include your email address, if you have one.
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 Make sure you keep a copy of the letter and a record of when you posted it. You could use registered post so that there is a record of when the person you sent the letter received it.

