[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
To
[The Recipient]
I am writing you this letter to inform you that you are involved in a violation of our lease agreement which started on [date]. As per the terms and conditions of that lease agreement, you were bound to make minor repairs in addition to the sewerage work which was not working well at that time when we signed the contract.
Now, it has been more than one year. Since then, I am residing in your apartment on rent and paying a relatively large amount in lieu of rent as well but in return, I am gaining nothing. No repair has been made by you during this period and sewerage pipe has also been found to be leaked which is causing problems in doing routine domestic works. Dear Alex, I want to say here is that what you are doing is not fair and a clear-cut violation of our lease agreement. 
It has already been mentioned that I am paying a relatively higher amount in lieu of house rent and keeping in view this factor, I should have been facilitated from your side as early as possible. But I am sorry to say, your attitude has made me disappointed and I have been forced to think about another option for my residence.
But, taking into consideration our one-year-old landlord-tenant relation, I want to give you some more time for the purpose of repair work. I am hereby informing you that I will wait for 15 more days. During this time, if I don’t see any progress from your side, then I will be forced to shift to another place.
I hope you will give due consideration to my letter.
Yours truly,
[XYZ]
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