	
	Landlord
 	Address
 	Phn:	 
	Email 
	Bank  Ac no.

	Date
Tenant	 
Address  
City


Dear _______________, 
Re: Termination of your Tenancy (at the above address)
Thank you for your advice to end your tenancy, received   ______________
As the law requires 21 days notice the termination date is currently  ___________________ 
This termination date can be changed with mutual agreement.
The enclosed brochure outlines some information for terminating tenancies including:-
The unit must be left as if professionally cleaned (incl oven, appliances, walls, ceilings, floors and furnishings)
The grounds and sheds must be left tidy and free of goods or rubbish 
Rents must be paid up until the departure date.  (It is unlawful to use the bond for rent)
Bonds must be released soon after the final, satisfactory, inspection and release of all keys
Final Inspections should be completed within 3 working days of the termination
Prospective new renters must be able to view the property with minimum notification of 48 hrs.(between 8am – 7pm)

My records currently show that your rent is in arrears by about $_______________
Any arrears need to be fully paid by termination date to help your reference and avoid bad credit ratings. 
There will be a pre-departure inspection on ___________________________ .  
This enables us to make a smooth transition.
Please phone me if you have any questions. 

Thank you for your tenancy and your care and support while hiring this property 
I am always happy to provide supportive references for tenants who meet their obligations.

I wish you all the best with your new home. 

Yours sincerely,

[bookmark: _GoBack]

Name 
(Landlord)

Tenants who meet their responsibilities build respect among local landlords and obtain good future references.
