Date
Name
Address
City, State, Zip
SENT VIA CERTIFIED MAIL

RE: Name of Business
To Whom It May Concern:   

This letter is to inform you that the above referenced signs (for the previous business location of Business Name) attached to the outside of your building on the projecting sign located at Address are no longer being used for their intended purpose and are required to be removed.   

As provided by Section 15.32.170 of the Sandy Municipal Code the signs are required to be removed within 30 days from the date of this notice. If the signs are not removed within this period, the City may cause the signs to be removed and put a lien against the property for the cost of the removal.      
If you have any questions, please do not hesitate contacting me at Phone Number.    

Sincerely,  

Name
Position
