



Property owner/manager template response letter to rent variation request
Date                        
Response to request for rent variation due to COVID-19 emergency
Dear [Mr/Mrs/Ms Tenant/Resident’s name]

Thank you for contacting me about your tenancy/rooming accommodation agreement for [property address]. I am sorry to hear that your financial circumstances have changed due to COVID-19 emergency, resulting in your income being reduced by more than XX%. 

I understand you are requesting a rent variation. You will need to provide documentation to support your claim that your household’s income has reduced and that it is due to COVID-19 emergency. Documents could include: 
· proof of job termination or stand-down (such as letter from employer), 
· proof of reduced hours of work,

· medical certificate,
· proof of Government income support or application for income support.
This applies for each of the tenants/residents to the agreement that is suffering excessive hardship because of the COVID-19 emergency. Please include documentation on each tenant’s/resident’s circumstances. You do not have to provide bank statements.
Subject to receiving your documentation, I propose 
[outline your proposal i.e. acceptance of their suggested reduced or waived rent payments, or another solution] for a period of [xxx weeks/months]. 
I will confirm this after reviewing your documentation [and seeking advice from the property owner]. [Please note: If you choose to refuse to negotiate a rent variation, you will be required to attend mandatory conciliation with the Residential Tenancies Authority].
You may be required to repay the gap between the agreed reduced rent and normal rent – this is subject to negotiation. If you are not able to meet the new rent amount, please come back to me to provide advice on your circumstances. The normal rent amount will resume on [insert date] unless we agree to extend or reduce the period of rent deductions. [Consider setting a time period to review your tenant’s/resident’s employment and financial situation, for example, four-six weeks after agreeing to a rent reduction.] The full amount of rental bond held for this agreement will continue to be retained by the Residential Tenancies Authority. 
If you agree to my outlined proposal, I will complete a COVID-19 tenancy variation agreement (Form 18d for general tenancies; Form 18e for rooming accommodation; Form 18f for rooming accommodation) and forward for your signature.

I look forward to your prompt response. Please continue to keep me informed of any changes to your circumstances.
Kind regards

Your Name and Signature
Your Phone Number
Your Email Address

