Welcome to Your New Home
Residential lettings in Wales
Date: ______
To: ___________________________________
Property address: __________________________________________________________
Occupation date: _________
Dear [contract-holder name(s)],
Welcome to your new home. We hope you settle in comfortably and enjoy living here. This letter gives you useful local information and explains how to contact us if you need help or a repair. Please keep it somewhere easy to find.
Your landlord and managing agent
Landlord name: __________________________________________________________
Managing agent if applicable: _______________________________________________
Your main contact for day-to-day enquiries is [name/team]. Please use the details below and tell us if your own telephone number or email address changes.
Reporting repairs and property problems
	Contact
	Details to be completed by the landlord

	Routine repairs contact
	[Name/team]

	Telephone
	[Telephone number]

	Email or repairs portal
	[Email address/website]

	Office hours
	[Days and opening hours]

	Urgent out-of-hours repairs
	[Contact name and telephone number]

	Backup if no answer
	[Alternative contact and telephone number]



Please report faults promptly, including leaks, damp or mould, heating failures, electrical problems and faulty smoke or carbon monoxide alarms. Give the property address, your name and contact number, the location and nature of the problem, when it started and any immediate risks. Include photographs if safe to do so.

Call the urgent repairs number for a serious leak, loss of security or another urgent property problem. If you cannot reach us, use the backup contact. For immediate danger to life, a fire or a serious medical emergency, call 999 first. Do not wait for a reply to an email or portal message.


Useful local services
Landlord: complete and verify the local details before issuing this letter. Please check opening hours before travelling.
Nearest hospital
Hospital name: ____________________________ Address and postcode: ______________________
__________________________________________________________________________________
Main telephone and website: __________________________________________________________
Emergency department available: [Yes / No]   Opening hours: [hours / 24 hours]
Nearest emergency department if different: [name, address and telephone]
Local doctor and GP surgery
Surgery name: ___________________ Address and postcode: ________________________________
___________________________________________________________________________________
Telephone and website: _______________________________________________________________
Opening hours: __________________________________________________________
Please contact the surgery to ask about registering and whether your address is within its catchment area. For urgent health advice when you are unsure what to do, or when your surgery is closed, call NHS 111 Wales on 111. For a life-threatening emergency, call 999.
Nearest police station
Station name: _______________ Address and postcode: ______________________________________
____________________________________________________________________________________
Public counter hours and website: ________________________________________________________
For non-emergency police enquiries or reporting, call 101 or use the local force website. Call 999 if there is immediate danger or a crime is happening now. Check whether the station has a public counter before attending.
Settling in and keeping in touch
Your occupation contract written statement, inventory and relevant safety information are supplied separately. Send inventory corrections through the applicable comments process and ask us about anything missing or unclear.
Keys, meters, heating, alarms, isolation points and refuse collections: [handover pack/details]. Please ask if you need information in Welsh or another accessible format.
We will arrange repair access with you as required by your contract and the law. This letter does not change your occupation contract or statutory rights.
We wish you a happy and comfortable stay in your new home.

Kind regards,




[Landlord/agent name]
[Signature, if using a printed letter]
British Landlords Association | thebla.co.uk | Ver 10/2026     Page 1
