
[Your Name] 

[Your Address/Unit Number] 

[Your Phone Number] 

[Date]  

[Property Manager's Name] 

[Property Management Company Name] 

[Office Address]  

Dear [Property Manager's Name], 

I am writing to you today regarding [state the purpose of the letter, e.g., a maintenance request, 

lease renewal, or formal notice] at [Your Property Address]. 

[Include a paragraph explaining the specific details of your request or issue here.] 

I look forward to hearing from you soon regarding this matter. Thank you for your time and 

assistance. 

Sincerely, 

 

[Your Signature] 

[Your Printed Name]  


