 With the abuveitems; you can obtein an acgountable advance from Relocations {AEMR) to cover the
penalty charges. You should then pay the landlord, .obtazin a receipt-and submit it under an Expense Claim
Form to ABMA beforé vour departure

Hint = If you are being charged & subletfee in ligu of charges tor cancellation of your’ Iaase ‘this cost
may be claimed under FSD 15.27. I vour {andlord insists that you fulfil the tarms. of tenangy and this
exceeds three months, you should arrange personally 1o sublet your accommodation, The Landierd ang
Tenarts Act provides for this.and your landlord cannot refuse to allow a tenant to sublet,

Leased Accommodation — Part month rent
If you have paid your last month's rent-and your departura date for the mission cceurs during this

period, you may be.entitled to reimbursement of & portion of this rental cost. To claim a refund procesd
&5 foliows:

1. Provide a receipt from landlord as proof of payment.

2. _Divide the number of days in the:month of depariure into the total moenthly rental to obtain
‘the daily remal rate.

a. Total the number of days laft in the moith from the date of meving into té[’npofary
accommeodation.

4, 1$ you take any vacation leava en route to the mission (departure Otrawa/arrival migsion}
deduct these days from the totzl number of days shown in {3).

5. Calculate the refund by multiplying the daily rental rate by the number of days. shown by
(3 and {4).

6. Enter the calculations on the travel expanse claim form, together with the receipt fur coOst

of any pénalty payment made.to the landiord by breaking the lease."

‘SAMPLE LETTER TO LANDLORD
COTTAWA, Ontarip
Degar-Sir/Madam:

Piease: be infarmed that | have been pested-by my arnplu',-ur the Dapertment of Externs! Affairs,
amd propoasta vaculn -my apartment st on

May i be informod, In ¥aiting. that this. notige is aceapiable to your firm, and if not,.may | ba
intormed of any penalty cherges. | miary ba obliged. 1o pay te secure ralsaga-fram all financisl ohlipstione ar they
partain to thts laana.

Your records will reveal that | heve made payment of one month's rent in-advance Bnd . this

payment tapathms with that for tha rranth of and the month nf ;| amva at a totni amount
which is In sgreamant with the cieusis stipulsted tn the leaga,

Youre sipgerely,

a6




