Date: [Insert Date]

To: [Contractor Name/Company Name]
[Contractor Address]
[City, State, Zip Code]

Subject: Notice of Property Ownership Change
Dear [Contact Person Name],

This letter is to formally notify you that the ownership of the property located at [Property
Address] has changed, effective [Date of Sale/Transfer].

The new owner of the property is [New Owner Name/Entity]. Please update your records
accordingly regarding all current and future service agreements, maintenance contracts, or
ongoing projects related to this location.

Invoicing and Payments:

Effective immediately, all invoices should be addressed and sent to:
[New Billing Name]

[New Billing Address]

[New Billing Email]

Primary Contact:

The new point of contact for property management and service coordination is:
Name: [Contact Name]

Phone: [Phone Number]

Email: [Email Address]

Please confirm receipt of this notice and let us know if any new service agreements or updated
documentation are required from the new ownership to continue our professional relationship.

Sincerely,
[Your Name/Authorized Representative]

[Your Title/Company Name]
[Phone Number]



