Your Information
Name
Address
Solicitor’s name
Solicitor’s address
Date of sending the letter 

Re: Your client [ex partner’s name]

Dear [Solicitor Name] 
Thank you for your [letter/email] of [date] regarding [child arrangements/ Prohibited steps/ specific issue order application]. Please see my response below:
1. Regarding mediation…

2. Noted [this means you have seen the information in their letter and don’t want to reply]

3. Regarding the telephone conversation with your client on [date] 

4. Noted

Regards
[Name]


