SAMPLE LETTER
PLEASE USE YOUR COMPANY LETTERHEAD
Date
City of University Heights
Building Department
2300 Warrensville Center Road

University Heights, Ohio  44118
Attention:  Building Commissioner
Re:
Address of property to transfer

(Seller’s name) to (Buyer’s name)
Dear Sir:
This letter is to advise you that we, as escrow agents acting on behalf of         (buyer’s name), are withholding (dollar amount being held) in escrow pending the correction of city code violations.

Further, we will not release the funds until a final, clear inspection is performed by the City of University Heights.

Sincerely,

Escrow Agent
     ______________________________________________________

Our FAX #: (216) 932-5239
E Mail: building@universityheights.com 
