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Appendix 1
Abandonment Checklist – Evidence Record Visit 1                         
Please complete this form if you suspect that a tenancy has been abandoned.
	Background

	Tenant Name

Date of Birth
	Tenant Address




	Rent Arrears £
Last Payment
Payment Method
	

	Date report received
	Reported by

	Circumstances leading to suspect that the tenancy has been abandoned:




	Residents primary vulnerability


	Is there any reason for abandonment?

	Last time the resident was seen by an 
Advance colleague or contractor.


	Does the tenant receive support from Advance or another provider; if so please check that the resident hasn’t been taken to hospital/custody/gone on holiday.




Housing Officer to visit the property and complete:
	Gathering Evidence

	Date of Visit
	Officer who visited


	Gas Meter Reading


	Electric Meter Reading


	Questions
	Responses

	Do Advance have evidence that the tenant it living elsewhere?

If so is the tenant intending to return?
	

	Is there another person living in the property?

	

	Have the Keys been returned or are the keys in the keysafe?
	

	Does it look like there are personal items in the property?

	

	Is there mail accumulating?

	

	Are there signs that the rubbish bins are being used?
	

	Have the other Residents or Neighbours seen the resident recently?  Or do they know where they are?

	

	Are there signs that the entrance door has been used between visits by the Housing Officer/ Advance representative?
	

	If there is a landline number to the property, is it still active?

	

	Is Housing Benefit still being claimed at the address or is the rent still being paid?

	

	Please consult the original application form to check if the tenant was referred to Advance via Social Services.  Please check with them.

	

	Please call all of the numbers recorded against the tenant record to see if the tenant can be located.

	

	Has the resident applied to the Local Authority for Housing?

	

	

	Form Completed by:


Signed:                                                                                            Date

The RHO or Inspecting Officer should leave the attached 7 day calling notice when they visit the property.

Evidence Reviewed

Signed:                                                                                            Date
Head of Tenancy & Leasehold Manager
Action Taken
· Proceed to the next stage
· Inconclusive, further visits required
· Inconclusive more desktop checks






Advance your landlord has visited you today following a report that your tenancy has been abandoned.
If you’re still living here, or know the whereabouts of
Please insert Name
Please contact the office on 0333 012 4307
Thank you 
Please sign and date
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