
[Property Management Company Name] 

[Street Address] 

[City, State, Zip Code] 

[Phone Number] | [Email Address] 

[Website URL]  

 

[Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code]  

RE: [Property Address / Unit Number / Subject] 

Dear [Recipient Name], 

[Insert the body of your letter here. This section should contain the main message, details 

regarding the property, or notices to the tenant/owner.] 

[Additional paragraph if necessary for instructions or next steps.] 

Sincerely, 

[Signature] 

[Your Printed Name] 

[Your Job Title] 

[Company Name]  


