
 

 
 

Form 2 

Sample Letter of Offer 

 

  

To: [Plaintiff/Defendant]     

 [Address] 

Dear Sir, 

[Heading e.g. as per letter of claim] 

We offer to settle [your/your client’s claim OR the present matter] on the 

following terms: 

[Set out the offer] 

Yours faithfully, 

 

  

WITHOUT PREJUDICE 

SAVE AS TO COSTS 


