Company Name


Address


City, State/Province  Zip/Postal Code


Telephone • Fax


March 3, 1995


Lee Sanchez


Northwind Traders


4200 Third Street NE, Suite 200


Anytown, WA  98999


Dear Lee Sanchez:


As you know, your lease for office #200 in the West Coast Sales building will expire on April 30, 1995. Enclosed you will find a contract to extend your tenancy for an additional three years. 


The contract includes a rental rate of $495.00 per month. This rate reflects                            . 


Please sign both copies of the contract. In order to assist our planning we would appreciate your returning them to our office at least 30 days before the lease expiration date. A signed copy will be returned to you for your records. 


I trust that your tenancy in our building has been satisfactory. If you have any questions or suggestions for improvement, please do not hesitate to call me. 


Sincerely,


Chris Fields


