Use transmittal forms like this to send documents to clients without creating a customized letter each time.

Set up the form on your firm letterhead. Use form fields in Adobe Acrobat or your word processing program to make the form “fillable.”  “Submit by Email” or “Print Form” buttons can be added in Adobe Acrobat during the forms creation process. These allow you to send the transmittal easily to the client by email or mail. Retain a copy of the transmittal in your electronic and/or paper file.




































IMPORTANT NOTICES

This material is provided for informational purposes only and does not establish, report, or create the standard of care for attorneys in Oregon, nor does it represent a complete analysis of the topics. Readers should conduct their own appropriate legal research. The information presented does not represent legal advice. This information may not be republished, sold, or used in any other form without the written consent of the Oregon State Bar Professional Liability Fund except that permission is granted for Oregon lawyers to use and modify these materials for their own practices. © 2021 OSB Professional Liability Fund
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Any Firm PC
ABC Place, Suite 300 100 First Avenue
Anywhere, Oregon 97204
Telephone (503) 111-1111

TRANSMITTAL MEMO

To:	Date:  	

From:	RE:  	

Client Name/Matter:  	

Attachment:  	


	
	Urgent
	
	For Your Information

	
	Please Review
	
	No Reply Necessary

	
	Please Call
	
	





Comments:
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