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Dear Sir or Madam
Claimant – Change in circumstances
I am a private landlord and I have created a new tenancy today.  The new tenant(s) is/are in receipt of Universal Credit and have moved into the property today.  The new tenant(s) and I are being supported in the new tenancy by staff from Newcastle City Council Private Rented Service (PRS) who are members of the DWP Partnership working group.
The tenant(s) will be helped by the PRS to advise you of his/her/their change in circumstances and to make a claim for housing costs via his/her Universal Credit journal.  The tenant(s) will upload a copy of the new tenancy agreement and this letter as proof of residency to support the claim.
I’ve set out details of the property and the tenant(s) below to assist you process the claim	
	Property address
	

	Start of tenancy date
	

	Tenant(s) name(s)
	

	Tenant(s) date(s) of birth
	

	Tenant(s) NINO’s
	



If you have any problems with the claim or about this letter please contact either myself or the PRS support worker, see details below:

	Landlord name
	

	Contact details
	Email:
Telephone:

	Support worker name
	

	Support worker contact details
	Email:                                       @newcastle.gov.uk
Telephone: 0191 277 1438   
Work Mobile:                        



Yours 
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