
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Closing of Real Estate Transaction for [Property Address]  

I hope this letter finds you well. This correspondence serves to confirm 

the details and arrangements for the closing of the real estate 

transaction concerning the property located at [Property Address].  

Closing Date: [Insert Date]  

Time: [Insert Time]  

Location: [Insert Location]  

Please ensure that all required documents and payments are prepared for 

this date. If there are any outstanding items that need our attention 

prior to the closing, kindly inform us at your earliest convenience.  

Thank you for your cooperation. We look forward to completing the 

transaction smoothly.  

Sincerely,  

[Your Name]  

[Your Title, if applicable]  

[Your Company, if applicable] 


