
[Your Name/Company Representative] 

[Property Management Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address] 

[Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

RE: [Subject Matter Regarding Property Address] 

[Body Paragraph 1: State the purpose of the letter clearly.] 

[Body Paragraph 2: Provide specific details, dates, or instructions regarding the property.] 

[Body Paragraph 3: Explain the next steps or what is required from the recipient.] 

If you have any questions, please contact our office during business hours at [Phone Number] or 

via email at [Email Address]. 

Sincerely, 

[Signature] 

[Printed Name] 

[Job Title] 

[Property Management Company Name] 


