BREAKING LEASE FORM

This form to be used for leases still current and you wish to break the fixed term period. 
Names on Lease



_____________________________________________________________________________________

Property intending to vacate



_____________________________________________________________________________________

I/we wish to advise that we intend to BREAK THE RESIDENTIAL TENANCY AGREEMENT for the premises listed above that we currently lease from your office and we  hereby acknowledge that the lease does not expire till __________________________
We intend…. (please tick applicable box)

To stay in the property until a suitable applicant is located. We note that if we intend to stay I the property till a suitable 

tenant is located that you, the agent, are not under any obligation to advertise the property and we understand that we are 

        
also responsible for advertising and to find a suitable tenant until we vacate the property and hand in the keys.

 
To vacate the property on ________________________________________
We also understand that we are liable to pay for costs incurred (normally paid by the owner) to break a lease agreement. These costs are as follows
One weeks rent as a re-letting fee plus 10% GST,$15.00 lease preparation fee plus 10% GST



A proportion of the advertising costs if applicable.

You have my permission to give out my/our telephone number to any prospective tenant/s who would like to arrange a time with ourselves for inspecting the premises. You also have my permission to use the master key to gain access to show the property to prospective tenants between the hours of 8.30 am and 5.00 pm Mondays to Saturdays inclusive. If we are not at home we request that you leave a card.I/we, the tenant/s give consent authorising the  release of tenancy details in the event of reference checks arising from any future tenancy applications.

Signed by**
Tenant 1​​​​​​​​​​​​ Name _________________________________ Signature _________________________________ 



Tenant 1 Phone (H) ___________________ (W) _____________________ (M) ________________________



Tenant 2​​​​​​​​​​​​ Name _________________________________ Signature _________________________________




Tenant 2 Phone  (W) _____________________ (M) ________________________



Tenant 3​​​​​​​​​​​​ Name _________________________________ Signature _________________________________



Tenant 3 Phone  (W) _____________________ (M) ________________________

Date

_______/________/_________

**NOTE THIS FORM MUST BE SIGNED BY ALL LESEES AS INDICATED OF SIGNING THE RESIDENTIAL LEASE OTHERWISE THIS NOTICE IS NOT VALID
Once form is signed we request that the completed form be delivered, faxed or emailed  to our office at 108 Marine Parade, Kingscliff  

———————————————————————————————————————————–

OFFICE USE ONLY                 Vacating Tenant Procedure

____/____/____ by:______    -  Have all tenants sign vacating property form

____/____/____ by:______    -  Confirm inspection procedure with tenant

____/____/____ by:______    -  Confirm new weekly rental amount

____/____/____ by:______    -  Update rental list including adding phone numbers of tenant on front master sheet

____/____/____ by:______    -  Update website

____/____/____ by:______    -  Change over current tenant folder with a blank folder and place in racks 

____/____/____ by:______    -  Letters to owner and tenant. Amend tenant letters whether they have had lawns/ pets etc

____/____/____ by:______    -  Erect For rent sign at property if required



____/____/____ by:______    -  Make calendar entry for outgoing inspection

____/____/____ by:______    -  Bond– Bondclear.xls , check rent/repairs/keys/water/gas

____/____/____ by:______    -  Bond– tenant to sign ‘claim for refund’ form then send to RBB, photocopy in tenant file

____/____/____ by:______    -  Console: enter vacating date and delete inspections 

____/____/____ by:______    -  Copy of tenant ledger and lease in plastic sleeve of tenant folder

        ____/____/____ by:______    -  Make tenant inactive (& property if sold/removed from mgmt) in console after bond finished
