Date: [Current Date]

To: [Landlord Name or Property Management Company |
Address: [Landlord's Street Address]
[City, State, Zip Code]

RE: OFFICIAL NOTICE TO VACATE COMMERCIAL PREMISES
Dear [Name of Landlord or Contact Person],

Please accept this formal letter as official declaration that [Your Company Name] will be
vacating the commercial premises located at:

Property Address: [Full Address of the Leased Space]

In accordance with the terms of our lease agreement dated [Start Date of Lease], I am providing
[Number of Days] days' notice. Our final day of occupancy and the date we will surrender the
keys will be [Date of Departure].

Regarding the security deposit of $[Amount], please send the full refund to the following
forwarding address:

[Company Name]
[New Street Address]
[City, State, Zip Code]

We intend to leave the premises in the condition required by our lease agreement. Please contact
me at [ Your Phone Number] or [Your Email Address] to schedule a final walk-through
inspection and to coordinate the return of all keys and access cards.

Sincerely,

[Your Signature]

[Your Printed Name]
[Your Title/Position]|
[Your Company Name]



