Citizens Access - Revenues user guides
Leaving Middlesbrough
This guide shows you how to let us know that you're leaving Middlesbrough
and don't need to pay Council Tax any more.
Under ‘Tell us that you have moved home’, click ‘view notification options’ and
select ‘I am moving from Middlesbrough…’. The first question will be to
confirm whether you’re the owner or tenant of the property you’re moving out
of. Choose as appropriate, and click next.
The only difference between being a tenant or a property owner is that if
you’re an owner, it will ask you for details of the property’s new owner.

You’ll then be asked for your name, then contact details, and finally your
Council Tax account number. If you do not have your account number to hand,
you can enter your address.

If you’re the owner of the property you’re moving out of, you’ll be asked to
confirm the completion date for the sale of the property, and the actual date

you physically move out. You can enter the date manually or click on the
calendar to select the date.
If you’re the tenant of the property, you’ll be asked to confirm the end date of
your tenancy in the same way.

The next page will ask if there are other people (aged 18 or over) in the
property who will also be moving out. If this is the case, select yes and add the
person. You’ll then be asked for confirmation of whether anyone is staying in
the property. Again, if yes, add the person.

If you’re the owner of the property being sold, you must give us the name of
the new owner(s) of the property. This is mandatory and you cannot submit
the form without this information. Click on ‘Add a record’ to enter the
information.

You’ll then need to give us your forwarding address (where you’re moving to).
Enter the postcode and click find address. You should see a list of properties

under the given postcode, select the address that applies to you. If the address
does not show, you can enter it manually.

You’ll then be given the opportunity to give any other information you think is
necessary. If not, leave the text box blank and click next.

You’ll then see the summary screen below. Check over the information you’ve
entered. If you’re happy, click ‘agree’ to the declaration and submit the
changes.

