[Insert Address]                                                                                                         
Registered Post
[Date]
Dear Sir,
[bookmark: _GoBack]RE: Premises		: [Insert Premise]
 Landlord	: [Insert Name] 
 Tenant		: [Insert Name]
We act for [Insert Landlord Name] of [Insert Premise].
Our client is agreeable to grant you, the Tenant a grace period of [Insert Period] from [Insert Date] until [Insert Date] to move you of the Premises and you have agreed to pay our client [Insert Amount] as consideration for the extra time granted [Insert term of contract]
It is hereby agreed that no tenancy whether monthly or otherwise shall arise from this arrangement.
Kindly also settle our note of charges amounting to [Insert Amount] (in cash or cash cheque) for issuing all the letters pertaining to this matter.
Kindly acknowledge and confirm your acceptance of the above terms by signing and returning the duplicate copy of this letter to us by way of fax and by post within 3 days from the date of receipt hereof. Failing which our client shall proceed to recover vacant possession immediately.
 
Yours faithfully,
________________
cc. Client

