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5 October 202117 September 2021


(Insert Vendor Name)
(Insert Address)
(Suburb) NSW 2000

Dear (Insert Vendor Name)
 
YOUR SALE OF (Insert Property Address)

Congratulations on the exchange of contracts of for your property for (Insert Property purchased price)
We trust that you are satisfied with the result , and we would like to take this opportunity to thank you for allowing McGrath Estate Agents to facilitate your sale.

Key details of your sale are set out in the enclosed Vendor's Sales Summary. We have also sent a copy of this summary to your solicitor.

Please be advised that we are currently holding a deposit of (INSERT DEPOSIT AMOUNT) in trust for the sale of the abovementionedthis property and,  our commission in the matter is INSERT COMMISSION AMOUNT  (including GST.).

Please find enclosed a form for your bank account and future contact detailsyou to complete . We would appreciate it if you could return this completed form and return back to us as soon as possible in order to so we can facilitate a speedy payment to you on settlement.  Please send your completed form to (Insert Agents E-Mail) 


Please note that we must receive written authorisations from both your ssolicitor and the purchaser's purchaser's solicitor solicitor before we can release funds. Your completed form should be emailed to (Insert Agents E-Mail) 

We will not be releasingcannot release the keys to the purchaser until settlement occurs and until we receive written instructions either from you or your solicitor.  Whilst wWe will continue to monitor the progress of your sale until settlement, we expect and trust that your solicitor will be keepingkeep you informed about the progress with theof all legal aspects of your sale. between exchange and settlement. 

In the meantime, please feel free to contact us at any time about this property, or any other property matter that we may be able to assist you with.

Yours faithfully,

(Insert Agent Name)
Sales Agent 
McGrath Estate Agents
M (Insert Agent Phone Number)
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