
Formal Report on Sudden Vacancy in Rental 

Property 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Report on Sudden Vacancy in Rental Property 

Introduction 

This report outlines the sudden vacancy that has occurred at the rental property located at 

[Property Address]. 

Details of the Vacancy 

The rental property became vacant on [Date of Vacancy]. The previous tenants, [Tenant Names], 

vacated the premises due to [Reason for Vacancy]. 

Impact of the Vacancy 

The sudden vacancy poses potential financial challenges, including loss of rental income and 

increased costs associated with marketing the property for new tenants. 

Recommendations 

It is recommended that immediate steps be taken to advertise the property and conduct viewings 

to minimize the vacancy period. Additionally, a thorough inspection should be conducted to 

ensure the property is ready for new tenants. 

Conclusion 

This report aims to provide a clear overview of the current situation and suggests actionable 

steps to address the vacancy effectively. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Contact Information] 


