
Dear (Name) 
 
(Choose one of these) 
 
Our business has suspended trading to comply with federal and state government 
directions on COVID 19 containment. As a result, our revenues are now zero. 
 
(Or if you haven’t formally been shut down) 
 
There has been a dramatic deterioration in business conditions over the last month, 
as customers stay home to comply with federal and state government directions on 
COVID 19 containment, as well as deep economic uncertainty as job losses mount up 
at an unprecedented rate. This has reduced our sales figures to a unviable level. 
 
Until the last month, our business had solid revenues, reliable cash flow, was well-
managed and was a stable long-term tenant for your property. 
 
The speed with which COVID-19 has affected businesses has given us no time to 
build a reserve of cash sufficient to survive 6 months without revenue. To maximise 
our chances of survival we have implemented emergency cash preservation 
measures across the business including: 
 
(Insert your own examples) 
 
• Freeze on casual employment 
• All full-time staff are now working 3 days per week 
• Capital investment freeze 
• Our bank has agreed to suspend all asset lease payments for the next 6 months 
• All basic expenses have been halted or reduced to the lowest levels possible 

 
We now look for your support to reduce occupancy costs during these critical 
months. As you would be aware, the Prime Minister has now requested that 
businesses and landlords negotiate in good faith to ensure that affected businesses 
can from these challenging times and return to full function past COVID-19.  
 
We seek: 
 

1. A 6-month lease hibernation from (next payment date) based on government 
estimates of COVID-19-related shutdowns, to be reviewed should this policy 
change. 

2. A 6-month extension to the lease duration 
3. Turnover rent of X% of revenue for our business to replace base rent for the 

6 month period of September 2020 until February 2021. 
 

These measures will allow our business to survive long-term, and to resume our 
position as a stable tenant once we are allowed to trade.  
 



We are happy to openly share details of our business financials with you to better 
understand the gravity of the situation. We appreciate your ongoing support and 
look forward to working together through this crisis.  
 
Please contact me via phone or email to discuss the situation in greater detail. 
 
Kind regards 


