January 20, 2006

Tenant Name
Company Name
Address
City. State Zip
Re:
Building name
•
Lease Expiration

Dear Tenant:

Your firm’s Lease at building address will expire on date.

We send this letter as a reminder, and to advise that good management practices show that we should have a lease renewal completed, or be marketing the space, at least four/three/two months prior to the expiration. We believe this time line can serve both the Landlord and Tenant’s interests if approached in a thoughtful manner.

Please consider this upcoming expiration date. We will call within a week and request a time when we can visit with you to discuss how to serve the expectations of all parties involved. If you have questions in the meantime, please call.

Sincerely,

Norris & Stevens, Inc.

Agent Name





Property Manager Name
Leasing Agent





Property Manager
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