SAMPLE NOTICE LETTER FOR LEASE RENEWAL

DATE
Landlord’s Name

Address

City, State Zip Code

E-mail:  

RE:
Notice of Intent to Renew State of Indiana Office Lease # ______ (“Lease”)

Dear Mr./Ms. _______,

Pursuant to Section 4 [Option to Renew] of the Lease, this letter is to serve as notice of the State of Indiana’s intent to renew its Lease for __________ square feet of space located at __________________ in the City of ______________, County of _______________, State of Indiana.
The renewal will begin immediately upon expiration of the original term of the lease and shall be in effect from __________________ through ___________________, unless otherwise specified within the lease document.  The rental rate shall not exceed ____________ per month, which represents an annual square foot amount of _________.

The extension of the Lease term will be finalized by a written renewal (or amendment) to the Lease signed by all parties and state approving agencies. You will be provided with the Lease renewal (or amendment) for your signature as soon as it is prepared. 

Sincerely,





APPROVED BY:

__________________________


____________________________

AGENCY Representative



Steve Harless

Tenant






Indiana Department of Administration

IF NOTICE IS NOT PROVIDED TIMELY, INCLUDE THIS SECTION:

In the event that the timeliness of this Notice does not comply with Section 4 of the Lease, Landlord signifies his/her willingness to waive the time limit for notice and accept this renewal of the Lease by signing below and returning to Tenant.

Landlord:
_______________________



Date: __________________

Signature
_______________________
Printed Name

