
OSM Form E, Sample Extension Letter (Aug. 2014)
AGENCY LETTERHEAD
[Date]
Landlord

PO Box XXX

Big City, Alabama Zip Code

RE:
Property Address


OSM Lease No. 2001-217

Dear Landlord,

In accordance with the “Renewal” clause of the October 1, 2001, lease between [Landlord] and the [Agency] for the referenced property, we hereby notify you of our intent to renew this lease for the first one year renewal term, thus extending the term of the lease from September 30, 2011, to September 30, 2012.  The rent will remain at the rate of #12.00 per square foot for 10,000 square feet, or $120,000.00 annually.
Please acknowledge receipt of this letter by signing in the space provided below and return it to the undersigned.

Sincerely,

Agency
Representative
cc:
Office of Space Management
