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Date:
Your Name
Your address:

To Whom It May Concern:

This letter explains the difficult situation which will cause a disruption to our rent payments. We would like to be considered for a lease modification to decrease payments, fix our interest rate at a lower rate, and recapitalize or forgive delinquent payments in order to help us catch up and prevent future delinquency. Our main goal is to keep our business operational for the long term. We have hit hard times recently and risk falling behind on our payments due to the impact of the 2020 Coronavirus (COVID-19) pandemic. As a result of this global incident, we have had to temporarily cease business to follow health and safety recommendations and the impact on our business and projected income is significant, including: (list the impact of your closure)

Once the situation improves, it is our hope that business will re-stabalize and we are making every possible effort to offer alternatives to our client-base that will promote retention and acquisition once our doors re-open. These measures include: (List what you are doing - online resources, livestream, make-up sessions, extended season etc)

Despite this current hardship, it is our full intention to pay what we owe. We would appreciate your consideration to lower our payments, help us get caught back up, and fix the interest rate so that we can afford to stay in our dance studio for the long term.

We really hope you will work with us on this. Please help us come up with a solution quickly to resolve any current delinquencies and prevent problems down the road.

Respectfully,

(Your Signature)
(Your Name)

[bookmark: _r8awjn9v9muf]CANCELLATION REQUEST TEMPLATE

Dear [insert studio name] Families,

Thank you so much for your email, we have been thinking of you and hope that you and your loved ones are safe and healthy at this time. 

I’m sure we agree that now, more than ever, it's important for you and your child to have human connection, a sense of security, and consistent routine right now, even though these may look a little different. We care about all of our dancers like an extension of our own families and want them to be healthy, supported, and to continue interacting socially with their peers. 

We want to minimize the stress and anxiety that they may be feeling, or that may linger from what is happening in the world. I’m sure that’s what you want for them too. 

Before we chat about your request to withdraw [insert student’s name]’s from classes, I wanted to check in to see if you have had a chance for [insert student’s name]’s to participate in our live-streamed/digital classes? If you haven’t, I would love to get you set up (it’s super simple) so that [insert student’s name]’s can continue their dance routine and be able to connect with their dance friends and teachers.

We understand that everyone is struggling to navigate these unprecedented times. 

We are all in this together. Our goal at [Insert Studio Name] is to continue to provide education, physical fitness, creativity and support for our families through our online dance studio while also maintaining our ability to provide paychecks to our dedicated team who deserve to remain employed. 

Rather than canceling at this time, we ask that you consider one of the following options instead to continue providing [insert student’s name]’s with the joy they receive from dance and to ensure there is a physical studio for you to come back to once this has passed. 

● Continue with online classes and pay your normal tuition rate.
● Continue with online classes, but reduce the number of classes you are currently enrolled in
● Re-enroll at [Insert studio name] to resume classes when we are up and running again in our physical location. You can assist our studio by prepaying for your re-enrollment so we can hold your place.

Our immediate goal is to continue providing our students with their weekly classes and additional value-packed extras, including (Insert extras - Educational resources, online parties, challenges, prizes, private lessons, etc.) 

We want nothing more than to be able to get back into the studio with a complete, healthy dance family as soon as possible. 

We need everyone’s support to make that happen!

My best, 
[Studio Owner’s Name]
[Studio Name] 

[bookmark: _osa4a7trw56d]RESISTING ONLINE CLASSES TEMPLATE

Dear [insert studio name] Families,

Thank you so much for getting in touch, we have been thinking of you and hope that you and your loved ones are safe and healthy at this time. 

I’m sure we agree that now, more than ever, it's important for you and your child to have human connection, a sense of security, and consistent routine right now, even though these may look a little different. 

I am truly sorry to hear that you are unhappy with the online options that we have worked hard to provide our dancers with. We care about all of our dancers like an extension of our own families and want them to be healthy, supported, and to continue interacting socially with their peers. 

Our safe and secure online offering is the best way that we can facilitate this right now.

We have received some wonderful feedback already from dancers who have been involved in our live and recorded sessions, and are so grateful to our dance families who are giving this new platform the chance it deserves:

[Insert 2 x positive feedback screenshots or testimonials that you have received from your dancers]

If you are uncertain about how to use the technology best, we totally get it - we were too a few weeks ago! Here are some helpful quick resources to help [insert dancers name] feel most comfortable in accessing our online studio:

[Insert any instructions, video tutorials, tours that teach them how to use the technology]

I understand that technical hiccups are bound to happen in the early days, and please be assured that our team is diligently working, testing and taking on feedback to be able to continue delivering a dance experience that meets our high standards. 

We understand that everyone is struggling to navigate these unprecedented times, and ask that you give our online lessons another chance so that we can continue to provide education, physical fitness, creativity and support for our families through our online dance studio while also maintaining our ability to provide paychecks to our dedicated team who deserve to remain employed. 

If you would like to book a phone call or jump on a video-chat to experience what we have created, please reply to this email so we can book in a date and time to connect. 

We need everyone’s support to make that happen!

My best, 
[Studio Owner’s Name]
[Studio Name] 
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