Dear {Landlord/Manager},
I will be vacating {apartment/unit number} at {address} as of {date}. According to my lease agreement, I am required to give you 30 days’ notice before I end my lease, so please allow this letter to serve as my official notice.

I will return my keys {and anything else belonging to the apartment} on the date listed above. Please mail my security deposit to {address}, or have it available for me to pick up at {the office, manager’s apartment, etc.}.
Please let me know when you will be available for my final inspection. 

Thank you,

{Sender}

