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LEASEHOLD UPDATE RECORDS FORM 
To ensure that our Leaseholder records are up to date please complete this questionnaire.

1.
Full Name(s) of the lessee(s):


Mr/Mrs/Miss/Ms

2.
Property address:

Post Code

3.
Property details:

a) Is your property a    Flat   or   Maisonette?
b) How many bedrooms does your property have?

c) How many storeys are there in the block containing your property?

d) On which floor is your property situated? (i.e. Ground, first, second, third               etc.)
4.
Correspondence address, if different to above*:
Post Code

*Please provide proof of correspondence address. See page 3 for further guidance. If the landlord's address is outside England or Wales, the service charge demand must contain an address in England or Wales at which notices may be served.
5.
Contact Details: This will only be used to contact you to clarify information or to contact you in an emergency
Day time telephone number
e-mail address
6.
Full name and address of Mortgagee (e.g. Bank or Building Society):


This is important as your mortgagee will require their interest to be 
noted 
Post Code


Mortgage reference number
7.
Is the property your permanent residence, occupied solely by you and 
your family, and not used for business purposes (other than clerical)?

Please tick the appropriate box
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YES




NO

If  NO, please supply further details below
Note: you must state if you have let your property to tenants or have a lodger and state who is managing the property if sublet i.e. details of the managing agent and copy of the tenancy agreement*

*Please note you must inform us if your tenant and/or managing agent change.
Declaration

I declare that to the best of my knowledge and belief the answers given are true and complete in every respect.

Signature of Lessee
 ...........................................................................................

Date: ………………………………………………..

Please return the completed form for the attention of the Leasehold Team at the address stated below or email it to housing.leasehold@stalbans.gov.uk 

Acceptable proof of address
Please provide one copy from the list below (A scanned emailed copy is acceptable).
Where you have recently married and have not made the appropriate changes to your documentation please also include your marriage certificate.

· Mortgage Statement or Mortgage Redemption Statement 

· Recent Utility Bill (within 3 months) – Gas, Electricity, Water, Telephone

· Current Council Tax Bill 

· Current Full UK Driving Licence (Paper document)

· Current UK / EU Photocard Driving Licence with Counterpart

· House or motor insurance certificate 

· Current State Pension notification letter

· Current Benefits Agency letter

· Bank / Building Society / Statement (Within 3 months)

· Solicitor letter confirming completion of house purchase

· HMRC Tax notification documentation (this does not include P60’s) 

· Letter from Council Confirming Electoral Roll Listing 
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