Landlord Name:
To
[The Recipient Name]
[Address, City, STATE, Zip]
[Contact
[Website]
Subject: Office place vacation notice

Dear Manager,
I am Johnson, owner of the building’s premises being used by your company as an office. You are being notified through this letter that you will have to vacate the office within thirty days of receiving this letter.
[bookmark: _GoBack]This letter is being written with reference to the property number V-23-S-65, located in XYZ town, Michigan and I have been recognized as its legal owner as per documentary proofs. You have been running your company affairs using my building premises as your office for the last five years. As per our lease agreement, our contract is going to be ended on the 25th of September, 20XX. I do not want to extend it further and therefore I am giving you thirty days advance notice to vacate the premises.
You are hereby requested to comply with my instructions and vacate my office within the specified time frame. In case of noncompliance, I will be forced to take legal action for which you shall be fully responsible. So please entertain my request. 
In my last visit, I noticed some damages to the property including broken doorknobs, windows, and damaged furniture. As per our agreement, you will bear all the expenses in lieu of repairing the property, and therefore, I am deducting USD [amount] from your security deposits as well. Thanking you in anticipation.
Yours sincerely,
[XYZ]
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