[image: image1.jpg]



TERMINATION OF TENANCY NOTICE
	Property Address
	Tenant’s Name
	Joint Tenant’s Name

	
	
	


Declaration
I/we, the above named tenant(s), wish to give 28 days notice of our intention to terminate our tenancy at the above address.  
Please tell us below why you are moving

	Reason
	  (
	If you have ticked any in this section, please tell us here what specifically is causing you to move?

	Don’t like property
	
	 

	Don’t like close
	
	

	Don’t like street
	
	

	Don’t like neighbours
	
	

	Rent not value for money
	
	

	Poor service from PHA 
	
	

	Can’t afford to maintain the tenancy
	
	


Other Reasons
	
	(
	
	(
	
	(

	Mutual Exchange
	
	Property too big
	
	Property too small
	

	To provide support
	
	 Aspiration ( moving to same size/ or property without common heating)
	
	Take up employment outwith Renfrewshire

	

	Fleeing Domestic violence/abuse

This can be a current or former partner
	
	Harassment

(not related to domestic abuse)
	
	Fleeing Violence

(not related to domestic abuse)
	

	Property does not suit mobility/ medical needs
	
	Property cannot be adapted to suit mobility need
	
	Imprisoned
	

	Other (note here)
	
	


Could Paisley HA have done anything more to support you to keep your tenancy?
	


Please tell us if you are in receipt of Universal Credit     Yes     

No 

If you answer yes we will give you advice on what effect your termination date will  have on your next UC payment.
Please tell us here who the current suppliers are for your utilities

	Electricity

Supplier
	
	Gas 

Supplier
	


Please tell us where you are moving to?
	Address
	Postcode

	
	


Please tell us below the type of accommodation you are moving to

	
	(
	
	(
	
	(

	Transfer to another Paisley HA property
	
	Another Housing Association/Local Authority property
	
	Private Let
	

	Owner occupation
	
	Return to family home
	
	Stay c/o Family friends
	

	Supported Accommodation
	
	Residential Care/Hospital
	
	Accommodation tied to employment
	

	Student Accommodation
	
	Prison
	
	 
	


Please provide us with your contact details

	Contact Telephone Number(s)
	Email

	
	


Declaration
· I/We give our notice of termination of tenancy on_____________________________
· I/We will vacate the property and return all keys to the Association 
on __________________________________________________
· I/We acknowledge that the Association will, upon receipt of the keys from me/us, consider I/we have fully vacated the property and will enter the property to carry out an inspection and any resulting repair works required to make the property ready to be relet.
· I/We acknowledge that any items left in the property after the keys have been returned will be disposed of by the Association and I/We may be charged for the disposal costs.

· I/We acknowledge that when I/We return all keys to the Association, I/We will remain liable for the rent and service charges until the end of my 28 days notice period unless the Association relets the property earlier, in which case, my rental liability will end the day the property is relet.

· I/We understand that any transfer or mutual exchange applications for rehousing I/We currently have with PHA will now be cancelled and I/We will have to complete a new application form if I/We want to be considered for rehousing with PHA from my new address.

· I/We are shareholders of the Association (i.e. you paid a £1 membership at time you signed the tenancy)   YES
     (
        NO  
(     

           If ticked yes do you wish to end your membership    YES
     (
        NO  
(     
Signed (Tenant)         __________________________   Date ________________
Signed (Joint Tenant __________________________  Date ________________

If you are married and your spouse is not a Joint Tenant, your spouse must also complete the Declaration By Spouse of Tenant section below.
DECLARATION BY SPOUSE OF TENANT
	Name
	Address
	Occupation

	
	
	


SPOUSE OF:-

	Name
	Address
	Occupation

	
	
	


I hereby consent for the purposes of the Matrimonial Homes (Family Protection) (Scotland) Act 1981 or the Civil Partnership Act 2004, to the undernoted dealing by the said

……………………………………………………………………………….(tenant’s name) 
in relation to Terminating/Transferring the tenancy at;
…………………………………………………………………………..(address of tenancy)
Signature ……………………………………………………………………………
Date: ……………………………………..

Witness Name (Please print) ………………………………………………….
Witness Signature …………………………………………………………………
Witness Occupation………………………………………………………………..
Witness Address…………………………………………………………………...
Date Witnessed…………………………………………………………………….
Please return completed form to:

Paisley HA, Assurance House, 2 Lawn Street, Paisley, PA1 1HA
Alternatively you can email to:
admin@paisleyha.org.uk
What will happen next?
On receiving your termination of tenancy notice we will contact you to arrange a pre exit inspection. This will be done via video telephone call.
If you have any questions regarding ending your tenancy please do not hesitate to contact us.
Our contact information

Email:  admin@paisleyha.org.uk
Telephone:    0141 889 7105 

Returning Your Keys
Please contact us the week before your 28 days’ notice expires to confirm the date you are returning keys.  
If our office is closed, you can return your keys to us by putting them through our office letterbox at Assurance House, 2 Lawn Street, Paisley, PA1 1HA in an envelope with the address of the property you are vacating written on the envelope.

	Office Use Only

	Transfer Application Ref.
	
	Appl cancelled
	

	New Appl requested 
	
	New App sent 
	

	HO, CO & Tech emailed re TOT
	
	a/a updated 
	

	HM emailed re sustainment comment
	
	
	

	Void s/sheet updated
	
	Ack sent
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MOVING OUT  GUIDANCE NOTE

There is always a lot to do before a move. Here is a checklist of what you need to do before you return your keys to the Association.    

If you have any questions, don’t hesitate to contact us.

                                                                                                                                  (       
	Give Association 28 days written notice that you wish to end your tenancy and provide a forwarding address
	

	Provide access for a pre termination of tenancy visit within the 4 week notice period. Visits will be carried out within our normal office hours. 

(This visit is to give tenants the opportunity to reinstate any alterations before they move to avoid any recharges)
	

	If you have made any Alterations to the property you may need to reinstate e.g. where a worktop has been removed. You must not leave the property in a dangerous condition e.g. leaving live wires after removing your own lights. The Technical Officer will give you advice at your pre-termination visit.     
	

	Make good any repairs identified at the pre termination visit.
	

	Tell your Gas and Electricity supplier that you are moving - you will need to provide final meter readings
	

	You need to leave the property empty of all items and clean. This includes the 

removal of any items of furniture, carpets white goods, personal items and any 

domestic rubbish. If you need help with arranging the Disposal of Unwanted 

Bulk items you can use our bulk uplift service. Simply move the items to the 

rear of the property and phone our bulk uplift line on 0141 889 7105 
(select option 8) to give us details of the items needing to be moved.
	

	If you have any Adaptations provided by the Social work department e.g. bath seats, hoists etc. please give them plenty of notice to come and collect them.  The Social Work number is 0141 842 5151
	

	Arrange for Mail redirection at the post office –this can take a few days to kick in so best not to leave it to the last week
	

	Sort out all your payments due to the Association;

Make payment of any rent due. The date rent is due to is 4 weeks after the date we receive your written notice indicating you wish to end your tenancy (You will continue to be charged rent for every day after this until you return your keys)
	

	Make a formal arrangement for the repayment of any arrears, where appropriate, and make your 1st payment within 4 weeks of handing in your keys.
	

	Make payment for any rechargeable repairs identified either during your tenancy or at the pre termination visit. 
	

	Make payment of any court expenses, where appropriate.
	

	Return all of the keys for the property when leaving. This includes house keys and front close & back door keys, cellar keys and window keys if appropriate.  Please note that any items left in the property after you have returned your keys to the Association will be disposed of and you may be charged for the disposal costs.
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