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Ending your Council Tenancy with Guildford Borough Council 
Please complete this form if:
A you are a tenant of Guildford Borough Council and you are giving notice that you plan to leave your property; or
B You are the personal representative of a deceased tenant or authorised legally to act on behalf of the tenant – Evidence will be required.

Please read this form very carefully before you sign it. If you have any questions please contact the Housing Team at Guildford  

· Phone 01483 505050
· email housingadvice@guildford.gov.uk
· use our contact us form

Notice
I am giving four weeks’ notice to end the tenancy for the property
at: .................................................................................................................................

.................................................................................................................................

.................................................................................................................................
The tenant’s name:
.................................................................................................................................

.................................................................................................................................
Your new address and postcode or the name and address of a person authorised to act on behalf of the tenant/deceased tenant:

.................................................................................................................................

.................................................................................................................................

.................................................................................................................................

Phone number: ........................................................................................................................
The property will be vacated on Sunday	(give date)
I will hand the keys in to Reception at the Council, Millmead, Guildford, Surrey GU2 4BB or the manager of the sheltered scheme on Monday………………………………….(give date) by 11am.
The reason for giving up the tenancy:

.................................................................................................................................

.................................................................................................................................

Signed……………………………………………………………..(name)

Date………………………………………………………………….


Please return this form to 

housingadvice@guildford.gov.uk

or 

Housing Services Guldford Borough Council, Millmead House, Millmead, Guildford GU2 4BB




Privacy Statement 


The information you provide on this form will be used by Guildford Borough Council for the purposes of providing you with various landlord services (including housing advice). Your personal information will be processed in line with Data Protection legislation. It will not be disclosed to third parties for marketing purposes. We may share your information and make any necessary enquiries with other departments and statutory organisations to help us manage properties and handle claims.
This authority is under a duty to protect the public funds it administers, and to this end may use the information you have provided on this form for the prevention and detection of fraud. It may also share this information with other bodies responsible for auditing or administering public funds for these purposes.
Information relating to a housing application, tenancy or lease agreement will be kept for as long as the agreement is active or where monies are owed on the account. Upon ending the tenancy all personal information will be securely destroyed with the exception of the tenancy agreement. This will be retained for a period of 6 years and basic tenancy history for the property will be kept indefinitely.
Should your housing application be cancelled we will retain your data for a maximum period of one year after it has been cancelled unless monies are owed when it will be retained for a longer period. Again it will be securely destroyed.

If you believe the data we process on you is incorrect, you may request to see this information and, if necessary have it corrected or deleted. If you wish to raise a complaint you can contact our Data Protection Officer at the address below. If you believe we are not processing your data lawfully you can complain to the Information Commissioner’s Office (https://ico.org.uk/). Further details are available on the Guildford Borough Council website - https://www.guildford.gov.uk/dataprotection, or from the Data Protection Officer, Guildford Borough Council, Millmead House, Millmead, Guildford, GU2 4BB
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