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🏠 Quick Start Guide
How to Use the Tenant Welcome Pack Effectively
✨ Purpose
This pack is designed to provide new tenants with all the essential information they need to settle in smoothly, understand responsibilities, and reduce onboarding confusion.

📦 What’s Inside
Your download includes:
· Editable Welcome Letter
· House Rules Template
· Emergency Contact Sheet
· Maintenance Instructions
· Bin Collection Placeholder
· Customisable Info Page (Wi-Fi, keys, etc.)

✅ Before Sending
1. Fill in property-specific details (address, contact info, rent terms, etc.)
2. Add your logo and brand colours if using the branded layout
3. Double-check safety sections and emergency contact numbers
4. Optional: Attach additional local resources or tenancy agreement

📤 Delivery Tips
· Send digitally before move-in day
· Print and leave a hard copy at the property
· Use as part of your onboarding checklist or included in a tenant folder






Welcome Pack for New Tenants

Welcome to Your New Home!
[Property Address]
· Street: ___________________________________________
· City: ____________________________________________
· Postcode: ________________________________________
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1. Welcome Letter
Dear [Tenant's Name(s)],
Welcome to your new home at [Property Address]! We are delighted to have you as our tenant and hope you will enjoy living here. This welcome pack contains important information to help you settle in and get the most out of your new home.
If you have any questions or need assistance, please do not hesitate to contact us.
Best regards,
[Landlord's/Property Manager's Name]
[Contact Information]



2. Important Contacts
Landlord/Property Manager:
· Name: ___________________________________________
· Phone: ___________________________________________
· Email: ___________________________________________
Emergency Contacts:
· Police, Fire, Ambulance: 999
· Non-Emergency Police: 101
· Gas Emergency: 0800 111 999
· Electrical Emergency: [Local Provider Contact]
Utility Providers:
· Gas: ___________________________________________
· Electricity: _____________________________________
· Water: _________________________________________
· Internet/TV: ____________________________________

3. Property Information
Key Features:
· Number of Bedrooms: ___________
· Number of Bathrooms: ___________
· Heating Type: __________________
· Parking: _______________________
Appliances:
· Oven: ________________________
· Refrigerator: ___________________
· Washing Machine: _______________
· Dishwasher: ____________________
Waste Collection:
· Rubbish Bin Collection Day: ___________
· Recycling Bin Collection Day: ___________
Mailbox Information:
· Location: ________________________
· Keys: ___________________________


4. Rent and Payment Details
Rent Amount:
· £____________ per [week/month]
Payment Due Date:
· [Day] of each month
Payment Method:
· Bank Transfer Details:
· Account Name: ______________________
· Sort Code: __________________________
· Account Number: ____________________
Deposit:
· Amount: £_____________
· Protected in: [Deposit Protection Scheme]

5. Maintenance and Repairs
Reporting Issues:
· Contact: [Landlord/Property Manager's Name]
· Phone: ___________________________________
· Email: ___________________________________
Emergency Repairs:
· For emergencies such as water leaks, gas leaks, or electrical issues, call the emergency contact number immediately.
Routine Maintenance:
· Regular maintenance checks will be conducted every [frequency, e.g., 6 months].

6. Safety Information
Fire Safety:
· Location of Smoke Alarms: ________________
· Location of Fire Extinguisher: ______________
· Fire Escape Plan: ________________________
Gas Safety:
· Gas Safety Certificate: [Location or provided separately]
Electrical Safety:
· Electrical Installation Condition Report (EICR): [Location or provided separately]

7. House Rules
General Conduct:
· No smoking inside the property.
· Respect the neighbors and keep noise to a minimum, especially between 10 PM and 7 AM.
Pets:
· Pets are [allowed/not allowed]. If allowed, specify any conditions or restrictions.
Maintenance:
· Keep the property clean and report any damage or issues promptly.
Waste Disposal:
· Follow the local guidelines for waste disposal and recycling.

8. Local Area Information
Nearest Public Transport:
· Bus Stop: ____________________________
· Train Station: _________________________
Local Amenities:
· Supermarket: __________________________
· Pharmacy: ____________________________
· GP Surgery: ___________________________
Schools:
· Primary School: ________________________
· Secondary School: ______________________
Leisure:
· Park: _________________________________
· Gym: _________________________________

9. Move-In Checklist
Before Moving In:
· Sign the tenancy agreement.
· Pay the first month’s rent and deposit.
· Set up utility accounts.
On Moving Day:
· Inspect the property and report any issues.
· Take meter readings for gas, electricity, and water.
· Collect all keys and check they work.


10. Useful Resources
Tenant Rights and Responsibilities:
· Citizens Advice: www.citizensadvice.org.uk
· Shelter: www.shelter.org.uk
Local Council:
· [Local Council Contact Information]
Utility Providers:
· [List of local utility providers with contact information]

We hope this welcome pack helps you settle into your new home comfortably. If you have any questions or need assistance, please feel free to reach out to us.
Once again, welcome to [Property Address]!
Best regards,
[Landlord's/Property Manager's Name]
[Contact Information]

























What We Expect From You as a Tenant
Welcome to your new home!
To ensure a smooth, safe, and enjoyable tenancy for everyone, we kindly ask that you follow the expectations below.
These are designed to protect the property, maintain good neighbour relations, and ensure we can support you effectively.

1. Report Repairs Promptly
Please tell us about issues as soon as they appear, even if small.
Early reporting prevents further damage and helps us resolve problems quickly.
Examples of things to report straight away:
· Leaks or damp
· Mould or condensation problems
· Heating or hot water issues
· Electrical faults
· Broken locks or windows

2. Allow Access for Safety Checks & Repairs
We will always give at least 24 hours’ notice, except in emergencies.
Please ensure:
· You are available OR
· You allow us/contractors to enter with permission
This ensures we remain compliant with legal safety duties.

3. Look After the Property
We expect the property to be kept clean, ventilated, and in good condition.
This includes:
· Regular cleaning
· Using fans/extractor hoods
· Not blocking ventilation
· Avoiding moisture build-up
· Not making unauthorised alterations

4. Respect Your Neighbours
We ask all tenants to be considerate of neighbours and maintain good community relations.
Please:
· Keep noise levels low between 10 PM – 7 AM
· Avoid loud music or gatherings that disturb neighbours
· Manage rubbish and recycling appropriately
· Be polite and respectful to those living nearby

5. Follow House Rules
You will find the full House Rules further in this pack.
Key points include:
· No smoking inside the property
· Pets only if agreed in writing
· Proper waste disposal
· Reporting any damage
· Adhering to HMO communal area standards (if applicable)

6. Rent Payments on Time
Rent must be paid on the date stated in your tenancy agreement.
If you experience difficulties, please let us know early so we can support you.

7. Notify Us of Changes
Please inform us if:
· Your contact details change
· Someone new moves in
· You plan to be away for more than 14 days
· You notice anything unsafe in the property
Good communication keeps the tenancy running smoothly.

8. Treat the Home With Care
Please use fixtures, appliances, and furniture responsibly.
Do not:
· Dry clothes directly on radiators
· Overload electrical sockets
· Block fire exits
· Cover smoke alarms
These actions help maintain safety and prevent avoidable damage.

⭐ Thank You!
By following these expectations, you help create a positive living environment and ensure we can maintain your home to a high standard.
If you ever need support, guidance, or clarification, we are here to help.


This template provides a comprehensive welcome pack to help new tenants feel informed and supported as they move into their new home. Adjustments can be made based on specific property details and local information.
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