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(Tenant’s Name)
(Address Line 1)
(Address Line 2)
(City / Town)
(County)
(Postcode)
(Date)
Dear (Tenant’s Name),
Welcome to your new home
I hope you enjoy your new home and will be very comfortable and happy during your stay.
Attached you will find a number of important documents for you to keep in a safe place, along with some useful local information. This includes a fresh copy of the tenancy agreement we entered into on (date tenancy was agreed).
Please pay particular attention to the attached Inventory and Schedule of Condition for the property. Return this document to us within 7 days if you wish to challenge or make any corrections to it. If we do not hear from you within that time, we will take it that you are satisfied with its accuracy.
Most tenants pay their rent on time and flag repairs promptly — and we appreciate that greatly. If you spot something that needs fixing, or if you think you may not be able to pay your rent on (rent due date), please get in touch as soon as you can. The sooner we know, the sooner we can help.
You can reach me on (contact details) for anything that comes up during your tenancy. I am here to help.
Yours sincerely,


(Landlord’s Name)
(Address / Contact Details)


Documents attached
•  Copy of tenancy agreement
•  Copy of Inventory and Schedule of Condition
•  Details of deposit protection, including the prescribed information
•  Copy of Energy Performance Certificate
•  Copy of the latest Electrical Installation Condition Report
•  Copy of Gas Safety Certificate
•  Details of house rules
Useful information
Location of gas meter:                                                                          
Gas supplier name and contact number:                                                                
Free number to report suspected gas escapes - 0800 111 999
Location of electricity meter:                                                                       
Electricity supplier and contact number:                                                          
Water supplier and contact number:                                                                    
Nearest medical practice:                                                                             
Nearest chemist:                                                                                         
Nearest refuse/recycling centre:                                                                   
Police non-emergency number:                                                                            
Ring Crimestoppers anonymously and for free - 0800 555 111
Local Council office and telephone number:                                                      
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