Query Regarding Lease Obligations
Date: [Insert Date]
[Your Name]
[Your Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Recipient Name]
[Recipient Title]
[Company/Organization Name]
[Company Address]
[City, State, Zip Code]
Dear [Recipient Name],
I hope this message finds you well. I am writing to seek clarification on certain aspects of my
lease obligations outlined in the lease agreement dated [Insert Lease Date]. Specifically, 1 would
like to inquire about:
e The responsibilities regarding maintenance and repairs
o Payment terms and potential penalties for late payments

e Procedures for renewal or termination of the lease

Understanding these details is crucial for ensuring compliance and facilitating smooth
communication moving forward. | would greatly appreciate your prompt response to my queries.

Thank you for your attention to this matter. | look forward to your reply.
Sincerely,

[Your Name]



