
Date: [Insert Date] 

To: [Recipient Name] 

Address: [Recipient Address] 

Subject: Status Update: Sale and Transfer of [Property Address] 

Dear [Recipient Name], 

We are writing to provide you with a formal update regarding the progress of the sale and title 

transfer for the property located at [Property Address]. 

Current status of the transaction: 

• Contract Status: [e.g., Signed / Pending / Completed] 

• Inspection/Appraisal: [e.g., Completed / Scheduled for Date] 

• Financing/Mortgage Approval: [e.g., Approved / In Progress] 

• Title Search/Clearance: [e.g., Completed / Under Review] 

• Estimated Closing Date: [Insert Date] 

Remaining Steps: 

1. [Insert Step, e.g., Final Walkthrough] 

2. [Insert Step, e.g., Signing of Deed] 

3. [Insert Step, e.g., Fund Disbursement] 

We will continue to monitor the progress and notify you immediately of any changes or further 

requirements. Should you have any questions, please contact [Contact Name] at [Phone 

Number/Email]. 

Sincerely, 

[Your Name] 

[Your Title/Company Name] 

[Your Contact Information] 


