[Date]
[Your name]
[Your address]
[Landlord/agent name]
[Landlord/agent address]
Dear [Landlord/agent name]
Break lease at [your address]
I write to inform you that, due to reasons beyond my control, I will be forced to break my residential tenancy agreement with you before the end of the current fixed term. I will be vacating the above premises on [date].

[optional; include if you plan on doing this] I intend to advertise the premises for new tenants as soon as possible. Please contact me at [your phone number] during work hours, or email me on [email address], to discuss any specific details you would like me to include. I will show the premises to prospective tenants as the need arises, and if any are interested in taking the tenancy, I will refer them to you for your approval.

I acknowledge that, under section 84 of the Residential Tenancies Act 1997 (the Act), I may be liable to compensate you for losses incurred as a result of my breach. [optional include if your lease has a break lease clause] However, I note that my liability to compensate you is limited to the amount as expressed in the break lease clause contained in our tenancy agreement. I also draw your attention to sub-clause 3 of the break lease clause which further limits my liability where a replacement tenant(s) can be found.

Lastly, I also draw your attention to section 38 of the Act, which contains the duty to mitigate losses. It states:

A person who, but for this section, would be entitled to compensation under this Act is not entitled to the compensation, or part of it, where the loss, or part of the loss, to be compensated could have been reasonably avoided.

As the amount I will need to pay you in compensation for breaking the lease will depend on a number of presently indeterminate factors (such as when replacement tenants can be found), I will not be providing you with any money until the compensation amount is clear. 

I will be in contact with you closer to the date I am leaving so we can arrange a time to conduct a final inspection.
Yours sincerely,

[Your signature]
[Your name]
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