Dear , CURRENT AGENCY
Re: PROPERTY ADDRESS


I am writing to advise you of my decision to transfer the management of the above property from your agency to:

Bayside Boutique Property Management
558-559 The Esplanade,
Urangan QLD 4655
Ph: 07 41942936                                                                                                                                                                                                                                                                                                                      Fax: 07 41486340
It is my understanding that I am required to give you written notice of the

Termination of your management agency agreement and wish to make this effective immediately.  

Can you please make the file, keys and other relevant documentation available for collection by my new agent’s representative. Bayside Boutique Property Management will contact you shortly to confirm a change over date and arrange pick up of property details and items. 
Thank you for past services.

Yours faithfully,
INSERT NAME, SIGNATURE & DATE
