
Landlord Contact Outline 

Date: [Insert Date] 

Property Management Company: [Insert Company Name] 

Address: [Insert Company Address] 

Phone Number: [Insert Company Phone Number] 

Email: [Insert Company Email] 

Dear [Landlord's Name], 

I hope this message finds you well. This letter serves as a formal communication regarding the 

management of your property located at [Property Address]. Below is an outline of the points to 

discuss: 

1. Current Tenancy Status 

[Provide details on current tenants, lease terms, and any occupancy issues.] 

2. Maintenance and Repairs 

[Outline recent maintenance work done, any repairs needed, and ongoing issues.] 

3. Financial Overview 

[Summarize rent collection status, outstanding payments, and any financial concerns.] 

4. Upcoming Property Inspections 

[Schedule and details regarding any upcoming inspections or assessments.] 

5. Other Important Updates 

[Include any other relevant information or updates about the property or market conditions.] 

Thank you for your attention to these matters. Please feel free to reach out if you have any 

questions or require further information. 

Sincerely, 

[Your Name] 



[Your Position] 

[Property Management Company] 


