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MONTH DAY YEAR
FIRST M LAST NAME
STREET ADDRESS

CITY, ST ZIPCODE
Re: Completion of Legal Services on the Matter of XXXXXXXX
Dear Mr./Ms. XXXXXXX, 


This memo terminates the legal services provided under the fee agreement for representation regarding XXXXXXXX.  The enclosures include the sales receipts and Invoices # XXX, XXX, and XXX totaling $XXXX.XX.  Your fee advance/Flat fee of $X,XXX.XX was received on MON, DD, YEAR.  The amount you owe is $X,XXX.XX.  


Please remit a cashiers check or money order in the amount of $XXXX.XX made out to “The Law Firm of Puckett & Faraj, PC” and mail it to the new business office at 1800 Diagonal Road, Suite 210, Alexandria, VA 22314. 

Thank you for choosing The Law Firm of Puckett & Faraj, PC to assist you in your legal matter.  If you have any questions regarding this statement or if we can assist you in the future, please do not hesitate to contact us.  I can be reached Monday through Friday, 9AM to 5PM Eastern time via Email (Kenneth@puckettfaraj.com )or via our new office phone:  703-706-9566. 






Sincerely, 






Eric S. Montalvo, Esq. 






Partner

Enclosure:


Sales Receipt, dtd MON DD, YEAR


Invoice # XXX, dtd MON DD, YEAR
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