<Council>

<Council address>

<Date>

Dear Sir/Madam,

Re: 
<Property address>

NEW TENANTS AT THIS ADDRESS

I write to inform you that new tenants have now taken up residence in the above property.  Details are as follows:

Name of Tenant:


<Name of tenant>
Date tenancy commenced: 
<1st day of tenancy>
Please amend the account accordingly and send any future bills to the named tenant at the above property until further notice.

Thank you for your attention in this matter.

Yours faithfully

<Your_name>
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