Landlord Name:
To
[The Recipient Name]
[Address, City, STATE, Zip]
[Contact
[Website]
Subject: Vacate the office premises at [X]

Dear Manager,
Through this letter, I am giving you thirty days' advance notice to vacate the office premises. I, being the legal owner of the property number [number] where you are running your office right now, have full power to ask you to vacate the premises. As per the agreement, we engaged in a contract with each other on [date] which is going to end on [date]. Now, I do not want to extend it further, and therefore, I am informing you well before the deadline to avoid any inconvenience.
[bookmark: _GoBack]You are directed to start taking out your belongings from the premises slowly so that office could be cleared till the deadline after which, it will be locked, and no further excuse will be entertained. You are also bound to leave it in good condition and to pay all the charges which will be incurred in lieu of any damage to property or its furniture, which has also been mentioned in the agreement. Before you leave, I want to personally visit the property to check out so please inform me about any feasible date for this purpose. If you want your security deposits or any other overdue amount to be refunded, let me know your account number.
So, you are again requested to follow the instructions as delivered by me. In case of noncompliance, I will be forced to initiate legal action against you. Your cooperation will be highly appreciated in this regard.
Yours Sincerely,
[XYZ]
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