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ENDING A TENANCY
This leaflet gives some general advice on what you need to do to end a tenancy. It applies whether you are giving up a Mole Valley Housing Association (MVHA) tenancy altogether, or whether you are moving from one MVHA property to another. If you are giving up a tenancy on behalf of someone else because the tenant has died or is no longer able to deal with their own affairs, this leaflet gives some advice on what you need to do at what may be a sad and difficult time.
Giving notice to end the tenancy
MVHA tenancies are weekly tenancies and have to be brought to an end by written notice to MVHA. The notice is given by the tenant or, in the event of incapacity, an appointed representative i.e. power of Attorney, evidence of which will need to be provided.
On receipt of formal notification from the tenant or their representative of their intention to terminate the tenancy, MVHA will send out the tenancy surrender forms. These need to be returned as soon as possible with any supporting documentation e.g. certified copy of death certificate or power of attorney.
During the notice period MVHA’s Inspection Officer will contact the tenant or representative to arrange an inspection of the property prior to vacating it.
Twenty eight days notice is required effective from the Monday following receipt of notifications. During this period the tenant or their estate is responsible for the full rent and any other associated charges. 
Keys must be returned to either the Scheme Manager (if there is one) or to the MVHA office by 10:00 am on the Monday at the end of the agreed notice period. Failure to return keys by this time will result in future rent being charged on weekly basis.

Practical arrangements

You will need to arrange the following things:

Clearance of all furniture, carpets and effects

Please make sure that all furniture, personal possessions and rubbish are removed from the property. If you are unable to arrange this yourself you may want to arrange a clearance company to do it for you (see your local telephone directory for telephone numbers). If the property has to be cleared by the MVHA, the cost of that will be recharged to you at a premium rate – please see the ‘leavable standards leaflet’

The property has to be handed back with ‘vacant possession’. MVHA cannot accept termination of tenancy if there is anybody still living in the property. If there is, the tenancy will continue until the person has left.

Reading the gas,electricity and water meters
If the property has its own metered supply you will need to arrange for the meters to be read and the supply terminated. If there are separate meters, please contact the fuel/water supply company to arrange for the meters to be read and the contract terminated and pay final bills
This will not apply in some sheltered housing schemes, where all fuel supplies are metered centrally.

Items supplied by the health authority or social services
If you don’t need them at your new property you should make arrangements to return them to the right agencies before ending your tenancy.

Termination of other service
You may have been receiving other services, for example telephone, television rental, meals on wheels, library books etc. you will need to arrange for any hired or rented goods to be returned or collected and for services you still want to be redirected to your new address.

Post you will need to be redirected
Please note that once the tenancy has ended and the keys have been returned, you will not be able to enter the property again to collect post. Please note we do not forward post.

Rent

Rent for the tenancy will continue to be due until the tenancy officially ends. A rent statement, or information about the balance on the account, can be provided by the rent section of MVHA.

If you are moving to a different property before you end your tenancy, and if you are on Housing Benefit, Benefit will only be paid on the rent of one of the properties.

If you are ending someone else’s tenancy because the tenant has died, any Housing Benefit will cease to be paid from the Monday following the death, and the full rent will be payable from that time.

Returning Keys
All the keys to the property and any common entrance doors must be clearly labelled and returned to MVHA’s office. Please make sure that all keys are returned, including any special keys for an entry phone or security system.

If you are giving up a tenancy of one of MVHA’s sheltered housing schemes, the keys can be returned to the Scheme Manager. 
Where there is no Scheme Manager, keys should be returned by hand or post to the MVHA’s offices at Regent House. Please do not leave keys with friends or neighbours.
If keys are being sent through the post, please make sure that they are properly wrapped (e.g. in a padded envelope) and sent by recorded delivery to guarantee safe receipt.

If a garage was rented, these keys should be labelled and returned as well.

Checklist
Have you
· Given 28 days notice in writing?
· Settled the rent account?
· Informed Council Tax?
· Informed Benefits
· Informed Social Security?
· Terminated your electric/gas supply?

· Redirected post?

· Cleared and cleaned property?

· Returned all the keys, including those held by relatives, neighbours and friends?

Your own reminders

Important information
This leaflet is intended to offer guidance, but something this short cannot cover all details or be taken as a statement of the law on the subject. Please take any necessary further advice before you make important decisions.
For more information contact us
· Enquires about the rent account can be answered by the Rents manager: Tel 01306 50555
· Council Tax and Housing Benefit enquiries should be referred to MVDC Revenues section: Tel01306 885001
· Written enquiries should be addressed to the Voids and Allocation Team at Regent House.
· Keys should be returned to: The Voids and Allocations Team at the address below
Mole Valley Housing Association

Regent House

Station Approach

Dorking

Surrey

RH4 1TF

Tel 01306 505555

Email info@mvha.org.uk
www.mvha.org.uk






