
3 Steps to £100

a guide to ending your tenancy
Housing Services

we can



HOW TO END YOUR TENANCY

If you are leaving your home and will no longer be a family mosaic tenant then following the three simple steps in 
this booklet will earn you £100. Each step is worth £25 and if you complete all 3 we will pay you an extra £25 making 
a total of £100. 
 
What you do before you leave your home makes a big difference to how long it takes us to let your home to someone 
else and how much we have to spend making it ready. So help us to help someone else and earn yourself £100. 

On page 5 we tell you about other important things to do when ending your tenancy with us. 

www.familymosaic.co.uk

Customer care line

0845 600 4436



CHECKLIST

= £25

= £25

= £25

Total payment

Steps 1 - 3

3. Gas and electricity suppliers & keys / cards

2. Home and garden clean and tidy

1. Notice to Vacate, inspection and keys

All three steps completed an extra £25 = £25

= £100

Have you remembered ?

Utility Suppliers informed

Post redirected

Repairs reported

Rent Paid

Benefits and Council tax informed

Family Mosaic will decide if you are eligible for the £100 payment,  
it will not be possible to appeal against our decision. 
 
Payment will take 4 weeks to process.

Access



Notice to Vacate, inspection 
and keys 

Complete all parts of the 
vacation notice on pages 9 
& 10 and return it to your 
Housing officer at least 28 days 
before you are due to leave.  
Giving 28 days notice in writing 
is a condition of your tenancy 
agreement.

Return your keys on time.  Your 
tenancy will end on a Sunday 
and all keys (including garage 
keys) must be returned by 
12.00 midday the following 
day (Monday) or you will be 
charged another weeks rent.

STEP 1 = £25 STEP 2 = £25 STEP 3 = £25

Leave your home and garden 
clean and tidy 

Clean and tidy means:

The kitchen floor, sink, 
units and work tops are 
clean
The bath, wash basin, 
toilet and bathroom floor 
have been cleaned
All rooms and any garden 
must be clean and clear 
of rubbish, waste and 
unwanted property.

If you do not leave your home 
and garden clean and tidy we will 
charge you for cleaning costs.

Payment will take 4 weeks to 
process.







Gas and electricity suppliers 
and keys / cards 

Tell us who your gas and 
electricity suppliers are (there 
is a section for this on the 
Notice to Vacate on page 9 & 
10) and if you have a payment 
meter leave your gas or 
electricity key or card in your 
kitchen drawer.  



Access
Allow access, if requested, for a Family Mosaic 
employee or contractor to carry out an inspection of 
your home before you move out. 

Rent
Make sure you pay any rent outstanding on your 
account.  We chase all arrears no matter how small.  If 
you have arrears the £100 you may earn from following 
steps 1, 2 and 3 will go towards clearing your arrears.

Post
We will not forward post to your new address but the 
Royal Mail can set this up for you for a fee.

OTHER IMPORTANT THINGS 
Repairs
Complete any outstanding repairs which are Your 
responsibility before you leave or we may charge for 
carrying out the work.

Utility Suppliers
Your gas, electricity and water suppliers will need final 
metre readings and your forwarding address so that they 
do not carry on charging you after you leave. 

Benefits and Council tax
If you are claiming benefits contact your local Housing 
Benefit Office to let them know you the last date of your 
notice period and your forwarding address.



Family Mosaic Officer’s signature

Your signature

You must complete this form and return it to us at least 28 days before you move and return it to:

My utility suppliers and meter reference numbers are:
Supplier Reference Key / Card Meter / Bill 

Gas

Electricity

Water

If awarded £100 and your rent account is clear the payment will be paid by BACS into your bank account.  
Please provide the following details.

Your payment details

Account No: Sort Code:

Name of Account Holder:



FAILURE TO DO SO MAY RESULT IN CHARGES TO YOU FOR A CHANGE OF LOCKS AND A FURTHER WEEK’S RENT
I/We* agree to clear the property of any furniture or rubbish. Please note that any furniture or belongings left in the property after the 
termination date will be considered as abandoned and disposed of accordingly. 

Notice to Vacate

Title Mr

*Delete as appropriate. continued overleaf

Address

Postcode

OtherMissMrs Ms

Last nameFirst name

Address

Postcode

Instructions on vacating the property

I/We* agree to give up the above tenancy on SUNDAY

and to hand the keys to the above property into Family Mosaic

by 12.00 noon on MONDAY

My / Our forwarding address is

Phone

Email
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Family Mosaic 
Albion House  
20 Queen Elizabeth Street 
London SE1 2RJ 

Tel: 020 7089 1000 
Fax: 020 7089 1001 

Email: enquiries@familymosaic.co.uk 
www.familymosaic.co.uk 
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Talking your language

This document gives you information about your ending your tenancy. If you need any part of this document in 
large print, Braille, on CD or explained in your own language please contact us on 0845 600 4436.


