
Information or instructions:  Letter to a Client Regarding Request for Admissions 
 
1. This transmittal letter should be sent to client after the attorney has received a request for 
admissions which are directed to the client. 
 
2. The client must understand the importance of timely the answering the request.  
 
Form:  Letter to a Client Regarding Request for Admissions 
 

[Date] 
 

[Client’s name] 
[Client's address] 
 

ATTORNEY-CLIENT COMMUNICATION: THIS DOCUMENT AND 
ITS CONTENTS CONSTITUTE LEGALLY PRIVILEGED INFORMATION 

 
Regarding [Case name and style no.]  Request for Admissions 
 
Dear  [Client’s salutation]: 
 
Enclosed is a copy of a legal document which is entitled ``Request for Admissions''.  This 
discovery request was served upon me as your attorney of record in your case. 
 
Pursuant to the Texas Rules of Civil Procedure, we are required to serve upon the opposing 
party’s attorney our answers within thirty (30) days from the date that said legal document(s) 
were received by my office. 
 
I received the document(s) on ____________________ [date of receipt]. 
 
Requests for Admissions are discovery techniques used by attorneys to prove the admission or 
no contest of certain facts and/or conclusions of law.  Unless the requested admissions are denied 
within said thirty (30) day time period, the admissions will be deemed admitted against you.  
Consequently, your failure to act timely will or may cause you to lose your lawsuit. 
 
[If the client is a Defendant, insert this clause: 
 
Accordingly, a judgment may be assessed against you for the full amount of moneys prayed for 
in Plaintiff's petition if the requests are not properly and timely handled.] 
 
Therefore, please review the Request for Admissions.  Then, write in your own words, the 
answers to each of the requested admissions.  Thereafter, simply state whether the admission is 
admitted or denied.  If it is admitted, tell me why you admit it and if it is denied, tell me on what 
basis you are denying the request. 
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You cannot base a denial on lack of information or that documents which are under your control 
(ones that you have a legal right to obtain and can or do possess) are not conveniently located. 
 
Once you have completed the Request for Admissions, bring them to my office for discussion 
and review. Thereafter, I will prepare the proper response and serve it upon the opposing 
attorney. 
 
It is imperative that said requests be answered and served upon opposing counsel no later than  
[date].  You must bring your response to my office no later than  [date] so that we can prepare 
the proper response.  Again, failure to comply with that deadline will cause you to lose your 
lawsuit.  
 
We cannot be responsible should you fail to meet this important deadline.  At the risk of being 
redundant, failure to meet this important deadline can submit you to the following sanctions: 
 

1. contempt of court. 
 
2. payment of the other attorney(s) legal fees. 
 
3. having your pleadings stricken. 
 
4. or other appropriate relief as determined by the Judge. 

 
I hope this letter explains the importance of complying with the discovery request.  I am not 
trying to scare or offend you, but it is important for you to be fully aware of the consequences for 
failing to comply with the court rules. 
 
If you have any questions, please feel free to call me. 
 

Very truly yours, 
 
 

[Attorney’s name] 
 
Certified Return Receipt Request Number: 
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