
[Date] 

[Tenant Name] 

[Unit Number] 

[Property Address]  

Dear [Tenant Name], 

[Insert the main purpose of the letter here. Clearly state any actions required, important dates, or 

policy updates.]  

[Insert any additional details, contact information, or instructions regarding maintenance or 

payments here.]  

Thank you for your cooperation. 

Sincerely, 

The Property Management Team  


