
Notice given to Coop in writing HM, Maintenance, Membership 

and Development notified. 

Does HM or De-

velopment have a 

transfer or redevel-

opment in mind ? 

HM Transfer—follow 

policy 

Development opportunity 

— follow policy  Membership initiate an alloca-

tion  (see step 1 Draft policy) 

HM and Maintenance, organise a 

tenancy compliance check (Pre-

Void check). 

Any works that are the exiting 

tenants responsibility are identi-

fied (see 3iii Draft policy) 

Any works that are the Coops 

responsibility are identified 

Unit checked against the 30Yr 

plan for Kitchen, Bathroom, 

boiler, electrics, flat roof and 

window installation dates 

White ware and Furniture fund 

checked to ensure all items that 

belong to the flat are there and to 

see if funds are available for re-

medial works 

Schedule of works drawn up and 

approved by Maintenance,  

Maintenance instruct working to 

organise contractors. 

Tenant moves out HM, Mainte-

nance visit to do full Void check 

Has Tenant completed 

any remedial works 

required and left a 

clean and empty flat? 

Maintenance Contractors com-

mence and complete any addi-

tional work 

HM Informed and additional 

works added to maintenance list. 

Exiting Tenant to be charged as 

per the re-charging policy 

All works complete and checked 

by Maintenance 

New Tenancy Signed 

HM organise New Tenancy sign-

ing 

Vine Co-op Void Flowchart 
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