Sample Letter regarding Leases
Dooey, Cheatem & Howe Leasing Company

123  Felony Drive
Springfield, MA 01108

To Whom It May Concern:

This letter is to notify you that effective <November 30, 2009> < St. XXX Parish, 999 Galloway Ave., Springfield, MA 01108> will be closing.  Our parish currently leases a photocopier from your company account # ______________.  We request at this time to terminate our leasing arrangement for the photocopier due to our closing.  We realize there may be some additional charges due to the early termination of our leasing arrangement.  Upon receipt of this letter, please contact me regarding any additional fees and to arrange a tie prior to our closing date when the photocopier can be picked up by your company.  

Subsequent to the closure date of <St. XXX  Parish>, please forward any correspondence and/or remaining outstanding invoices/bills to the address below:

Name and address of successor parish here.

Thank you for your time and attention to this matter.  If you have questions, please feel free to contact the parish.

Sincerely,

Reverend Jacob Johnson

Pastor

413-xxx-xxxx

