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[bookmark: _GoBack]Appendix 4 - Inventory
Housing Officer to visit the property and complete when you take possession:
If there is any indication that the tenant is in the property please do not enter and refer back to the Head of Tenancy and Leasehold Management for advice.

	Advance Inventory Form 

	Tenant Name

Date of Birth
	Tenant Address


	Gas Meter Reading


	Electric Meter Reading


	Rooms
· Please document the personal items and record with photographs

	Personal Belongings (may include furniture so please check the tenancy agreement for the inventory at the start of the tenancy)

	Hallway and Entrance to the property




	

	Living Area (if there is more than one please indicate)



	

	Kitchen




	

	Bathroom/WC



	

	Landing areas




	

	Bedroom 1




	

	Bedroom 2




	

	Additional Bedrooms please state





	

	Other Rooms (please state)




	

	Outdoor spaces (please state)




	

	

	Form Completed by (should be more than 2 officers present, both are required to sign):


Signed:                                                                                            Date


Signed:



	Notification to the Tenant of the Inventory

	Inventory and Notice Letter sent to the Ex Tenant




	List of Items Kept in Storage

	Attempts to contact the Former Tenant
Note and record




	Items sold and Disposed after the notice expires.
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