[bookmark: _Hlk62035103]Our Ref: [Insert Reference][bookmark: _GoBack][Insert Company Name & Details (Seller)]


Date: [Insert Date]


[Insert Seller’s Address]
Dear Sir/Madam,
Re		: CLEARANCE LETTER
PROJECT	: [Insert Project Name]
PROPERTY	: [Insert Property]
This is to confirm that the following Purchaser(s) has fully settled all outstanding accounts and is allowed to carry out the inspection of the Property and collect the keys on the date and time stated below.

Address		: [Insert Address]
Purchaser(s)	: [Insert Purchaser Name]
NRIC No.	: [Insert NRIC No]
Contact No	: [Insert Contact No] 
OR
Purchaser's representative (authorization letter enclosed)
NRIC No:	Contact No.:

APPOINTMENT TO COLLECT KEYS DATE:
TIME:
Note: You are advised to be punctual. If you do not show up by the 1st 15 minutes, the appointment is deemed cancelled and you will have to make a fresh appointment.


Thank you

Yours faithfully, 

[Insert Signature]








ACKNOWLEDGE RECEIPT OF KEYS BY PURCHASER I hereby acknowledge receipt of the keys to my Property.

NAME:
NRIC:
TEL NO: DATE:
