15 December


	Landlord address 
	Retailer address



Dear [name of landlord]
I am writing to request a change to my current payment terms, and am enclosing the necessary documentation to facilitate a legal transition from quarterly to monthly payment terms. 

You are no doubt aware of Government’s commitment to work with the property industry to ensure more flexibility in commercial leases, making them more responsive to changing market conditions.  Indeed over the last two years landlord and tenant bodies have been working together to modernise lease terms and service charge provisions. 

You will also be acutely aware that over the past year we have seen several very well-known retailers, and many smaller businesses, disappear from the high street due to adverse trading conditions resulting from serious cost inflation (labour, rent, rates and utilities) eroding margins and of course the impact of severe contractions in the credit markets.

One very helpful change which you could initiate would be to move our payment terms in our existing leases from quarterly in advance to monthly payments in advance.  I believe this move is in line with modern business practices, having been accepted as best practice on the majority of new leases, and would make cash flow management significantly easier.  In return we are prepared to commit to making monthly payments electronically, by standing order or BACS.  We strongly believe that in the current market it is as, if not more, important to support profitable tenants as well as those in financial hardship. 
I am including a side letter that enables [name of business] to waive our obligation under the lease to pay the yearly rent to you quarterly in advance.  This side letter has been drafted to come from you and would need to be signed by ourselves and yourself.  As a result of recent changes in the law that would make this document a deed.

As a progressive force in the property industry, I very much hope your company will respond positively to this request and in doing so ensure that we remain a viable tenant in the longer term.
I am of course happy to speak with you directly about the terms of this request.
Yours faithfully,

