
Property Ownership Transfer Instructions 

Date: [Insert Date] 

From: [Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

To: [Recipient Name]  

[Recipient Address]  

[City, State, Zip Code] 

Subject: Property Ownership Transfer Instructions 

Dear [Recipient Name], 

This letter serves to outline the instructions regarding the transfer of ownership for the property 

located at [Property Address]. Please follow the steps below to ensure a smooth transfer process: 

1. Gather all necessary documents including the current deed, identification, and any 

relevant contracts. 

2. Complete the property transfer deed and have it notarized. 

3. Submit the signed deed to the local county recorder's office for recording. 

4. Notify any relevant parties, such as lenders or homeowners' associations, of the 

ownership change. 

5. Ensure that property taxes are updated to reflect the new ownership. 

If you have any questions or require assistance during this process, please do not hesitate to 

contact me. 

Thank you for your attention to this matter. 

Sincerely,  

[Your Name] 


