
[Your Name/Property Management Name] 

[Your Address] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address] 

[Date] 

[Tenant's Name] 

[Tenant's Address] 

[Unit Number] 

[City, State, Zip Code] 

Dear [Tenant's Last Name], 

Re: [Subject of the Letter, e.g., Notice of Entry / Lease Renewal] 

[Body of the letter goes here. Provide clear and concise information regarding the purpose of the 

communication.] 

Should you have any questions or require further clarification, please do not hesitate to contact 

the management office during regular business hours. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title/Role] 


