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Guide for Landlords 
Welcome to Lovelle Bacons Property Management 
Introduction 
There are a number of questions that are regularly asked by prospective landlords.  This guide has 
been prepared in simple question and answer form to reply to many of your questions.  Our letting 
staff will be pleased to discuss all these points and any other questions you may have. 

Is there a good demand for rented property? 
This obviously varies from time to time and from area to area, but our experience is that there has 
always been a steady demand for good quality residential property to let at sensible rents. 

Can I buy a property to let as an investment? 
Yes.  We will be pleased to discuss this with you.  However, we regret that we are unable to 
manage properties which are classed as Houses in Multiple Occupation (HMOs) by the Local 
Authority.  Further information is available from North East Lincolnshire Council or 
http://www.nelincs.gov.uk/housing/multiple-occupancy-homes/houses-multiple-occupation. You 
should seek advice and clarification from the council as to whether your property will be classed as 
a HMO as this is a complex area and we are unable to accept responsibility for advising you if a 
Licence is required.  

Should I inform my mortgage lender? 
Yes. You must, as landlord, obtain permission from your lender before you let your property.  We 
will be pleased to advise you how to obtain this, since failure to obtain you mortgage lender’s 
consent will normally be a breach of your mortgage conditions. 

My property is leasehold can I still let it out?  
Maybe. Some ground leases prohibit subletting or impose restrictions on the length or type of 
tenancy under which the property is let.  You may be required to seek the permission of the ground 
landlord prior to any letting.  If you are at all unsure you should seek advice from your Solicitor or 
from your landlord or their agent. 

What is the income tax position on rents I receive?  
It will depend very much on whether you are resident in the UK for income tax purposes or a non-
resident living abroad. If you are resident in the United Kingdom you should deal directly with the 
Inland Revenue yourself.  If you are living abroad or move abroad whilst your property is let you 
must apply to the Inland Revenue to allow us to pay rental income direct to you with no income tax 
deducted. If exemption is not requested or granted we are obliged to pay tax at basic rate every 
quarter to the Inland Revenue.  We strongly recommend that you discuss your tax position with your 
own tax adviser. 

What types of tenancy are available? 
Since 15 January 1989, the Housing Act 1988 gives landlords who are letting their properties to 
individuals the choice of two different forms of tenancy known as an ‘Assured Tenancy’ or an 
‘Assured Shorthold Tenancy’.  New legislation which came into force on 28 February 1997 means 
that any new agreements created are ‘Assured Shorthold Tenancies’.  However, our letting 
specialists will be pleased to advise you which type of tenancy you have if you have existing 
Tenants, are able to provide us with a copy of the agreement and require us to manage the property 
for you.   
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How long does the tenancy have to be?  
Both ‘Assured Shorthold Tenancies and ‘Assured Tenancies’ can be for any period of time.  
However, in our experience it is not worth letting a property for less than six months. Under an 
Assured Shorthold Tenancy Agreement the Tenants have an entitlement to stay for the Fixed Term 
which is 6 months. You have an entitlement to serve notice during this period if certain conditions 
known as grounds are met but the Tenant must be in breach of the Tenancy Agreement in some way 
for the grounds to apply. The repossession procedure varies depending upon the facts of each case 
and can be a costly and lengthy procedure. After the fixed term has expired you can serve notice at 
any time which will take effect after two months. The Tenants have to give 4 weeks notice under our 
agreement. Our staff will be pleased to advise you further if such a situation should arise.  

Do you prepare the tenancy agreement? 
Yes. We have our own tenancy agreement and specimen copies are available for your perusal.   

Who signs the tenancy agreement? 
Both the landlord and the Tenant sign the agreement.  We can sign the tenancy agreement on your 
behalf as your agent, if you wish. If you do not stipulate either way in the Special Clauses section of 
our terms our staff will automatically sign on your behalf and in signing our terms you have given 
them authorisation to do so. 

How do you go about selecting a tenant? 
The selection of the Tenant is one of the most important parts of letting a property. We will make our 
best endeavours to find a reliable Tenant for you. Our application forms are very detailed and we 
take a realistic view on whether any applicant can afford the property irrespective of whether their 
income source is private (employed) or via benefits (DWP).  
 
We would encourage you not to exclude prospective applicants who are on benefits as this cuts out 
a large share of the market seeking properties. In many cases we can secure benefit payments direct 
to us and as such find credit checks of little use as they do not affect the benefit paid.  
 
We currently only accept Guarantors who own a property so that there is hopefully some means of 
enforcing a debt if they refuse to pay on behalf of a Tenant in default.  
 
Peoples circumstances can change rapidly and often do, so a Tenant who starts off being employed 
may lose their job and have to claim benefits. The reverse also applies. A Guarantor may have 
employment and be seemingly credit worthy but could lose their job and take out a large loan the 
next day. Or they could sell the house we were intending to use as security if a debt was not paid. 
As such we take an overall view of each applicant and primarily establish whether they have 
income to afford the property. It is difficult to establish expenditure but where known this is taken 
into account. We then look at their background, what family links they have with the area, their 
previous Landlords if any and whether they have ever been asked to leave a property or have ever 
been convicted of a criminal offence. The fact we record all of this information gives our debt 
collection bailiffs a head start in the event they leave the property with any arrears that are not 
covered by the deposit.  
 
You should be aware that North East Lincolnshire Council no longer automatically pay Housing 
Benefit direct to the Landlord or their agent. We will only receive it directly in certain cases and in 
certain circumstances if the DWP decide they have overpaid us they have a right to claim it back. If 
we have already passed the rents on to you, you are liable to repay the DWP accordingly.   

How long does it take to find a tenant? 
This will depend very much on market conditions.  If there are no suitable applicants for your 
property for some time it may be necessary to employ a cleaner to re-clean to improve marketability.  
If your property is vacant during times of cold weather, we will at your request instruct a plumber to 
drain down water/central heating systems to minimise the risk of water damage to your property. 
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Is it necessary to advertise my property to let? 
Generally yes.  The choice however is yours. See Scale of Fees/Charges for pricing.  
 

Can I let my property to a company? 
Yes. A company let can be more beneficial to you as the rights that Tenants have under the Housing 
Act 1988 often do not apply. Companies are usually seeking good quality residential 
accommodation for their employees or visitors.  Please contact us to discuss letting your property to 
a company. 

Do you take a deposit from the tenant? 
Yes unless you agree otherwise.  This is usually equal to four weeks rent.  We only return the deposit 
to the Tenant when they have given vacant possession of the property and have left it in a 
satisfactory condition, allowing for fair wear and tear, and subject to them having complied with 
their responsibilities under the tenancy agreement. If a prospective applicant does not have funds for 
a deposit and we think they may be otherwise suitable we may inform you of their application to 
give you the choice. We would never put a Tenant in without a deposit unless we had your verbal 
agreement to do so.  

How is the rent paid to me? 
We will collect and pay you the rent at regular intervals.  If you prefer we will pay it into your bank 
or building society account.  A statement showing all amounts received and paid will be sent to you 
quarterly unless agreed otherwise. 

Should I let my property furnished or unfurnished? 
The choice is entirely yours.  However, strict laws apply to soft furnishings in rented property [The 
Furniture and Furnishings (Fire Safety) Regulations 1988 (as amended)]. Breach of the law can result 
in a fine of up to £5,000, 6 months imprisonment or both. If you let your property as furnished you 
are giving a warranty when signing our terms that all furniture and furnishings are compliant. You 
are also agreeing to indemnify us against any liability that would otherwise have affixed to us for 
your failure to comply with the legislation. All soft furnishings including sofas, settees, seat pads, 
beds, headboards, pillows, armchairs, scatter cushions, futons, mattresses and bean bags in newly 
let property must carry a label to certify that it has passed the tests specified in these regulations. 
 
In unfurnished properties we do recommend any cooker or gas appliance is installed by you and 
that you contract this out to a suitably qualified contractor or instruct us to do so in order that the 
Tenants do not accidentally injure themselves or the property. We do not however recommend that 
any further “White Goods” are provided as these tend to have a short life cycle these days and 
replacing them at regular intervals will be costly. If you let the property with them situ you are 
obliged to repair and replace them when they breakdown.  

Can the tenant have the rent reduced? 
If the tenancy is an Assured Shorthold Tenancy or Assured Tenancy under the Housing Act 1988 (as 
amended), the rent agreed in the tenancy agreement is binding on the landlord and Tenant.  The 
rent can only be changed by agreement or as provided in the terms of the tenancy.  In some cases, 
but rarely, the Tenant may have the right to refer their rent to a rent assessment committee for 
review.  However, recent legislation prohibits Tenants of Assured Shorthold Tenancies from applying 
to the Rent Assessment Committee once 6 months have elapsed since the beginning of the tenancy. 
We review the rent on an annual basis and our Tenancy agreement allows for a 5% maximum 
increase but we will only automatically increase if and to, whatever market conditions allow. If you 
want us to seek your approval before suggesting any increase to the Tenant/s make this clear in the 
Special Clauses section of these terms. 



Page 5 of 24 
 

What happens if the tenant does not pay their rent? 
We will use our best endeavours to ensure that the rent is paid. We hold weekly management 
meetings to discuss problem cases or changes in a Tenants behaviour or payment which often is an 
early warning sign to us that the Tenant is in difficulty. Our computer system highlights to us any 
Tenants who are late in paying their rent and enables us to chase them via text message, email or 
letter. This is reviewed on a weekly basis.  
 
Careful selection and keeping on top of any arrears using the methods above should minimise 
problems, but if the Tenant does not pay their rent and we are providing a management service, we 
will tell you when and how to serve Notice if it becomes necessary and we will in most cases 
arrange this ourselves. We will do so without reference to you unless you stipulate in the Special 
Clauses of these terms that you prefer to be contacted beforehand to discuss. There is a fee for this 
service. Please refer to Scale of Fees. If the Tenancy agreement is one we inherit and is badly 
drafted and payment records are poor we may in some instances need to outsource this to a 
solicitor of your choice.   
 
If the Tenant does not make any efforts to repay the arrears, breaches the payment plan that we will 
automatically offer them and ignores the eviction notice we will advise you to apply for a Court 
Order for arrears of rent and possession and if required, introduce you to a reputable and 
experienced firm of solicitors that we use so that they can apply to the court for possession. It is 
illegal for you or us to evict a Tenant without a Court Order and even with a Court Order, if the 
Tenants still does not leave a court bailiff must be instructed. Taking matters into your own hands can 
result in a criminal charge against you and an Order that you pay the Tenant compensation.  

What happens about payment of utilities? 
We will advise you on how to ensure that the Tenant takes over responsibility for payment of 
Council Tax and utilities at the property, and we will write to the utility companies where known to 
advise them of any change of occupancy and meter readings, providing they will accept information 
from agents. You will be liable for payment of these accounts whilst the property is not let.  You 
should arrange to have your telephone service terminated when you leave the property.  Anglian 
Water will charge a sewerage standing charge on a daily basis for any period that your property is 
vacant.  Where there is a meter, the charge is levied when the property is reoccupied.  However, 
when the property is not on a metered supply the charge is levied from the vacation date to the end 
of the authorities’ financial year. 

Who is liable for repairs? 
Generally, you will be liable to carry out most repairs to the property.  Where we manage the 
property we can arrange repair works for you and unless agreed otherwise will limit the amount we 
spend on your behalf without prior authorisation from you being sought to £300 on any one item.  
We have a list of reliable contractors.  If you wish, you can tell us only to use certain people to carry 
out any necessary works but please state this and provide their details in the Special Clauses section 
of these terms (page 15) and under Repairs (page 17). 
 
We are required by our Professional Indemnity Insurers to inform you that on notification by us to 
you of defects noted in your property we cannot be held responsible for any damage or injury to a 
Tenant and/or third party caused by your failure to act promptly in dealing with the defect.  As 
managing agents we are unable to organise or instruct repairs unless we have monies in hand 
which is why we always try and ensure there is a balance on your account after payment of your 
rental income.  It has been pointed out by our insurers that failure to approve repairs recommended 
to you by ourselves may lead to legal action being taken against you should an incident occur in 
such circumstances. 
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Is the tenant charged for damage? 
For many years, residential landlords have taken a financial deposit from a prospective tenant to 
protect against breaches of the tenancy agreement. These breaches could be for things like 
cleaning, damage/loss of property, unpaid rent or bills. 
 
The deposit remains the property of the tenant at all times. It is held by the landlord or his agent until 
the end of the tenancy. The deposit should not be used to subsidise the outgoings or expenditure of 
the landlord or his agent unless the parties specifically agree to this or the tenancy agreement allows 
it.  
 
The deposit is regarded as the tenant’s money. This means that it should be returned to the tenant at 
the end of the tenancy, if they have honoured the terms of the tenancy agreement. Since April 2007 
tenancy deposits for Assured Shorthold Tenancies in England and Wales have to be protected by an 
authorised tenancy deposit protection scheme. 
 
If the tenant has broken the terms of the tenancy agreement, then at tenancy end the landlord and 
tenant should agree on the return of the deposit and any deductions from it. If the tenant is unhappy 
with the amount the landlord wishes to deduct from the deposit or the landlord/agent refuses to 
engage in the deposit return process, the tenant is entitled to raise their dispute with the relevant 
tenancy deposit protection scheme. They will need to check which scheme protects their deposit.  
 
The procedures that the tenant or landlord/agent need to take when dealing with a specific tenancy 
deposit dispute differ slightly depending on the scheme protecting the deposit. For example, The 
Deposit Protection Service (The DPS) operates a custodial scheme. This means that The DPS holds the 
deposit throughout the tenancy agreement so there is no need to send the disputed amount to them 
when a dispute is raised. TDS and my deposits are insurance-backed schemes where the disputed 
amount of the deposit has to be sent to the scheme for the duration of the dispute. However, the 
principles of dealing with a dispute and how the schemes operate their dispute resolution service, 
including the adjudication service, are common.  
 
It should, however, be noted that dispute resolution, by its very nature, is unique to each and every 
case. Unlike the formal legal system, schemes are not governed by ‘precedent’ in the same way as 
the Courts. Decisions are made by the schemes on the principle of ‘balance of probability’. 
Decisions are made based on the submission of evidence from both parties. 
 
If the cost of any damage involved is more than the deposit taken, the Tenant will be liable to pay 
you the difference. Obtaining payment is however difficult and costly and we recommend you take 
out insurance against malicious Tenant damage if possible. We can refer you to a good insurance 
broker if required.  
  
We are also clients of a private bailiffs company who work for us on a no win no fee basis but take 
approximately 35% commission on any monies recovered. We may be able to utilise them to pursue 
any losses you may incur.  

Can you arrange for the cleaning of the property? 
Under the Tenancy Agreement the Tenant must keep the property clean.  If it is left in a dirty 
condition we can arrange professional house cleaning, the cost of which will be payable by the 
Tenant from the deposit held. We normally arrange a professional clean at our discretion before 
marketing a property to re let as it improves marketability. This will be billed to you at cost. 
However, after a property is let for two or three years on short term tenancies, wear and tear may 
occur that is not the liability of any one Tenant. We would therefore advise you to have periodic 
professional cleaning/carpet cleaning and re-decoration carried out. 

Should I have an inventory of contents? 
Yes.  An inventory is essential.  This will be arranged by us unless you stipulate otherwise in these 
terms (see Scale of Fees page 13) and drawn up by our clerks who are trained by the AIIC before 
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the tenancy agreement is completed.  The inventory will be checked at the end of each tenancy.  
There will be some wear and tear to items left in the property and decorations during the course of a 
tenancy. 
 
The importance of a properly completed inventory cannot be underestimated. It must be robust and 
defensible if it is to be held up as a proper indicator of the facts and therefore viewed as acceptable 
by an adjudicator or Court. Tenancy deposit protection schemes do not disregard, out of hand, 
inventories that are not prepared by independent companies or individuals. However, they are likely 
to place less weight on their contents. It may also be necessary for a landlord to provide more 
corroborating evidence to show the condition of the property than would normally be required if the 
process was carried out by qualified and independent inventory clerks. 

What should I do about the maintenance of appliances? 
This is your responsibility and we advise all landlords, to ensure that the central heating is serviced, 
and electrical appliances are in good working order before the property is let.  We will be pleased 
to have details of the Maintenance Agreement Insurance, covering appliances that are regularly 
maintained.  Instructions for all appliances should be made available for the Tenants at the 
beginning of a tenancy. 
 
The Gas Safety (Installation and Use) Regulations 1994, which came into force on 31 October 
1994, impose certain requirements on landlords.  Where you ask us to manage a property for you, 
we will ask you to agree to comply with these Regulations in so far as they affect you.  We will 
arrange gas safety checks, where necessary, at reasonable cost. 

What precautions are taken when the property is empty? 
Vacant properties are always at risk.  During the winter months, if your property is vacant, we can 
arrange, at your expense, for the property to be drained of all water, or for the central heating to be 
run on a low setting.  We will tell the Tenant that it is their responsibility during the tenancy to take 
precautions to protect the property against damage by frost, ice etc.  
 
You must advise your Building and Contents Insurers if the property is to be left empty for a period of 
more than 30 days or for such other period as specified in your policy. Check whether drain down 
or bordering up of the letterbox is a term of your insurance and advise us in the event it is and you 
wish us to arrange it at your cost.  

What happens about the building and contents insurance? 
This remains your responsibility.  You must tell your insurers in writing that you are letting your 
property.  You may find your contents insurers will impose certain restrictions on your insurance 
cover for things you leave in the property whilst it is let. 
 

What happens about the insurance of the tenant’s possessions? 
This is the Tenant’s responsibility.  We will advise the Tenant before moving in to check that 
everything brought into the property is insured. Whilst this is a condition of the Tenancy Agreement 
we do not ask for proof of Tenants contents insurance unless you require it as the cost is prohibitive 
to some applicants. Please notify us in the Special Clauses (page 15) if you wish us to enforce this 
requirement.  

What happens about the garden? 
Under the terms of our Tenancy Agreement, the Tenant is responsible for the maintenance of 
gardens (but not ponds or animals such as fish).  You should leave appropriate garden tools at the 
property, and note that any electrical tools such as an electric lawn mower will require PAT testing.  
The tools will be listed in the inventory.  If the Tenant fails to maintain the garden to a reasonable 
standard we can arrange for it to be attended to, the cost of which will be charged to the Tenant. 
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Are pets allowed? 
They are specifically prohibited in our Tenancy Agreement, although special consent can be given. 
Where a dog or cat is accepted we ask for an extra weeks rent by way of deposit to cover carpet 
cleaning costs at the end of the tenancy. 

What happens about any post that comes while i am away? 
It is your responsibility to ensure that your post is re-directed by the Post Office. 

Are there any additional charges? 
We will agree all our charges with you when you agree to use our services.  We will also inform 
you if there are any additional charges that may arise while your property is let.  These charges are 
set out in our Terms of Business. 

What do I need to do now? 
Ask our Property Management Department to visit your property to assess a rental level, give advice 
and explain their services.  This service is free of charge. 
 
Complete, sign and return the Terms of Business (which incorporates this document and the 
Information Form) and instruct our Property Management Department to start marketing your 
property.  

Conclusion 
We hope this booklet answers some of your questions about letting your property and are happy to 
answer any further questions that you may have. 
 
 

 
 
 
 

 
 
 
 
 
 

Landlord’s Check-list 
1) Make an appointment to see Lovelle Bacons. 

2) Obtain permission to let from your mortgage lender and/or lessor. 

3) Sign management agreement. 

4) Hand over keys. 

5) Leave property in good order for the incoming Tenant  

6) Agree inventory/schedule of condition. 

7) Review buildings and contents insurance. 

8) Leave instructions for appliances at property. 

9) Label stopcocks etc. 

10)  Re-direct mail. 

11) Copies of any appliance or works guarantees  

12) Copy of EPC 
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These Terms set out the agreement between you as 
landlord and ourselves Lovelle Bacons. Before we can 
provide our property management services, there are 
certain actions which you as an owner must take. 
 
You must 
 
 Obtain your lender’s and/or lessor’s agreement to 

the tenancy and inform us of any special conditions 
they attach to their agreement. 

 
 Inform your insurance company that your property is 

to be let. Ensure that your building and/or contents 
insurance remains adequate and operative and that it 
covers malicious damage by Tenants. 

 
 Inform us what contents you will leave in the property 

during the tenancy and remove items not intended to 
be included in the tenancy at least 5 working days 
before the Tenancy is due to commence. There must 
be a full inventory and/or schedule of condition of 
the contents that are to stay in the property. If you 
wish, we will prepare this inventory and/or schedule 
of condition on your behalf. We must have the 
inventory and/or schedule of condition before the 
tenancy begins so that it may be agreed with the 
Tenant. Our inventory clerks will charge a late 
cancellation fee (refer to fees list) if the property is not 
furnished according to the instructions we have 
received from you on their arrival. Usually this occurs 
when we are instructed and Landlords are still 
decorating or haven’t removed items of furniture not 
intended to be included in the let or haven’t yet 
furnished it with items of furniture intended to be 
included in the let on our inventory clerks arrival. This 
is a wasted cost to us so the property must be ready 
at least 5 working days before the Tenancy is due to 
commence. We will not be liable for any loss of rent 
incurred as a result of the Tenancy having to be 
deferred for this reason.  

 
 State any preference for a particular type of Tenant, 

eg professional couple, family, non-smokers, no pets 
etc. 

 
 Provide us with a correspondence address. You must 

inform us if you are going to live or work abroad. If 
your usual place of abode is outside the UK and/or 
you have only provided us with a PO Box number for 
correspondence, a telephone number or a care of 
address then we need to operate the overseas 
landlords scheme. Individuals who are outside the UK 
temporarily – say for a period of 6 months or less 

may be exempt. If you are in any doubt you can 
logon to:- 
https://www.gov.uk/paying-tax-on-rent-to-landlords-
abroad 

 
 Advise us if you are joint owners and one of you is 

non resident as we have to operate the scheme for 
the non resident owner only for the share of rental 
income applicable to them. For husband and wife 
joint ownership cases each must apply for and hold 
their own Notice of Approval to receive rent with no 
tax deducted. Until we receive your approval from 
the Inland Revenue, by law we have to deduct tax at 
source from your rental income. 
 

 Request Form NRL1 from us if you are going to be an 
overseas landlord which you should complete and 
return to us with these terms of business, to request 
approval from the Inland Revenue. 

 
 Supply at least two full sets of keys. If you can only 

provide one or two sets of keys, we may need to 
have another set cut at your expense. 
 

 Inform your alarm company that your property is to 
be let. 

 
 Ensure that the property is left clean and in good 

decorative order and any garden is left in a tidy 
condition so that it is available for immediate 
occupation. 

Lettings and Management Service 

We will provide the following services where you ask us 
to manage the property during the tenancy:- 
 
 Prepare the details of your property to let. 
 
 Provide, where required, our opinion on the legal 

aspects of letting, tax implications, the correct form of 
tenancy, rent expectation and the preparation 
required of the property to let and where 
appropriate, advise you to seek further information 
from your Solicitor, Accountant, Insurer, 
Mortgagee/Head Lessor, Tax Office etc. 

 
 Negotiate the terms of the letting. 
 
 Carry out status enquiries with the applicant and the 

applicant’s guarantor if a guarantor is required. We 
ask that all guarantors own their own property to try 
and ensure there is some means of enforcement if a 
debt is unpaid such as a charging order over their 

Property Management Department 
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property. It is our practice to ask that all applicants in 
receipt of housing benefit offer a guarantor. Where a 
guarantor is not available the decision to proceed 
with the let is at your own risk. 

 
 Prepare the appropriate Tenancy Agreement and 

other legal notices (see Fees Scale for Notices as not 
included) and documents in order to comply with 
current legislation, taking into account your specific 
requirements and instructions, and to hold at our 
office specimen documents for your inspection and 
approval.  

 
 Protect a tenants deposit with The Deposit Protection 

Service (The DPS) Custodial scheme in accordance 
with its terms and conditions (normally our required 
deposit is a minimum of 4 weeks rent). If you wish to 
vary from this please let us know but it cannot be 
more than two months rent).The terms and conditions 
and ADR rules governing the protection of the deposit 
- including the repayment process - can be found at 
www.depositprotection.com  

 
 In 2007 legislation made it compulsory for all 

landlords and agents taking a deposit to register it 
with one of the governments 3 approved deposit 
protection schemes. Some are insurance backed 
schemes such as My Deposits and charge a fee for 
registering the deposit we hold for every change of 
Tenant (and landlord). Some schemes (such as DPS) 
ask us to pay the whole of the deposit into their 
account which they then hold until they are satisfied 
under their scheme rules that it can be returned to 
Tenant/Landlord according to their decision on 
apportionment. If your current tenancy agreement is 
with any scheme other than DPS you will be 
transferred to our membership of the DPS* when the 
property is next tenanted. *Or such scheme as we 
may elect to use from time to time. Your penalty for 
taking a deposit and failing to register it can be loss 
of the deposit (which is returned to the Tenant 
irrespective of any arrears or damage caused) and 
an order to pay the Tenant compensation of up to 3 
times the deposit. 

 The Deposit Protection Service (The DPS) is the 
Government approved provider of custodial and 
insured tenancy deposit protection schemes. Tenancy 
Deposit Protection (TDP), as set out in the Housing Act 
2004, requires that all agents/landlords protect their 
tenants' deposits under a statutory tenancy deposit 
scheme within 30 days of receiving a deposit. The 
DPS Custodial scheme will safeguard that deposit 
throughout the period of the tenancy and repay the 
funds to the appropriate parties in accordance with 
their instructions at the end of the tenancy period. 

 

 It is the landlord’s responsibility to register the deposit 
by law. If we take over management of your property 
and discover that you or your previous agent failed to 
register the deposit taken in accordance with the law 
we will have to stop acting for you if the scheme are 
not prepared to register the deposit taken at this late 
stage. To continue acting would put us in breach of 
the scheme rules and we would lose our membership. 
Any late registration charges will not be passed onto 
existing Tenants in the above scenario but you will be 
liable to pay instead.  If you sell the property this 
constitutes a change of Landlord under the scheme 
and they require the deposit to be unprotected and 
re-protected under the new Landlord’s name. We will 
pass any fee for re-protection to the new Landlord in 
such circumstances. 
 

 Arrange for an inventory to be prepared at cost. For 
details of costs please refer to the price guide. We 
currently use independent inventory clerks to prepare 
the original inventory who are members of AIIC the 
Association of Independent Inventory Clerks. If you 
fail to have an inventory and the Tenant raises a 
dispute with the deposit protection scheme you will 
almost certainly lose in the scheme’s decision as to 
who the deposit should be returned to.  

 
 Arrange for the transfer of gas, water, and electricity 

to the Tenant and establish the Council Tax or 
subsequent replacement tax in the occupier’s name. 
Advise the utility providers where they are known of 
Tenants vacation dates. 

 
 Receive reports from Tenants with regard to 

maintenance and repairs for which you are 
responsible and where appropriate to instruct 
tradesmen to effect such maintenance and repair. 
Our duties in this respect are subject to being made 
aware of any problem arising. 

 
 Seek new Tenants in order to ensure, as far as 

possible, continuity of occupancy unless otherwise 
instructed. 

 
 Collect rents and other charges deriving from your 

property and maintain records of rents received and 
provide a statement of account at regular intervals. 

 
 Pay out monies on your behalf to include, where 

appropriate, rates and Council Tax, charges for 
water and other services, the cost of maintenance 
and repairs, insurance premiums, ground rents, 
maintenance and service charges and all other costs, 
which might reasonably be incurred in the proper 
management of your property. To deliver to you on a 
regular basis a statement of expenses including 
receipts and vouchers. Please note that in order for us 
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to make payment on your behalf to third parties there 
must be a credit balance to cover this in your 
account.  

 
 To deduct from rents received, or to account to you 

separately if required, our charges management 
including rent collection and accounting, which are to 
be levied at the rate of 12.5% of rents collected, plus 
VAT at the appropriate rate. For overseas landlords 
without exemption from the Inland Revenue this rate 
will be 25% plus VAT until such exemption or 
approval to pay rent without deducting tax is 
received by us.  

 
 To retain such money as is appropriate against the 

payment of sums becoming due, to the extent that we 
have reasonable cause to believe that demands for 
sum payments may be made against you or ourselves 
as your agents. 

 
 To make all reasonable endeavours to collect rent on 

time and to account to you as soon as possible after 
each accounting period. Where arrears accrue to 
substantial amounts we advise you to authorise us to 
instruct your Solicitors for recovery of arrears and, 
where appropriate, to seek possession. Substantial 
arrears, in our opinion, constitute 2 month’s rent in 
the case of residential property and one quarter’s 
rent in the case of rack rented commercial property, 
or one years rent in the case of ground rents and 
service charges. 

 
 Prepare and send you rent statements outlining 

income and expenditure. We will send the amount 
due to you, your bank or building society. We will try 
to forward monies due to you promptly, however we 
will not be liable for any loss which may occur as a 
result of any delay in making payment to you. 

 
 Be responsible for the day to day management of 

your property, which may involve arranging for 
general repairs or maintenance to be carried out, 
subject to an agreed limit. In an emergency, we 
reserve the right to carry out required repairs, even if 
the costs exceed the agreed limits, without further 
reference to you. Please note these terms authorise us 
to incur up to £300 on any one item of expenditure 
on your behalf without reference to you. The cost of 
repairs is normally deducted from your rental income. 

 
 If repairs or improvements are necessary and the 

costs of the repairs are over £1,000, then we will 
charge an additional fee of 10% plus VAT on the 
total cost of the works. You may pay our fee once the 
works are completed but we may ask you to pay for 
the repairs upfront in the event there are insufficient 

funds in your account for us to pay the contractor on 
your behalf. 

 
 At the end of the tenancy check the inventory and/or 

schedule of condition against the property to assess 
whether the property is, in our opinion, in a 
reasonable state of repair, subject to fair wear and 
tear. If necessary, we will try and agree the 
necessary deductions from the deposit to cover the 
Tenants share of costs for repairs or replacement. 

 
 Request the repayment of the deposit to the Tenant/s 

after they vacate the property, provided they have 
complied with the terms of their tenancy, the 
condition of the property is satisfactory and the items 
listed in the inventory and/or schedule of condition 
are satisfactory. 

 
 In the event the Tenant/s fail to do so or we believe 

any or all of the deposit should be retained for your 
use we will notify The Deposit Protection Service. If 
we are unable to reach an agreement with the 
tenant/s over the amount of deposit to be returned 
both parties can agree to use the Alternative Dispute 
Resolution process to resolve the dispute.  

 
 If you are currently with The Deposit Protection 

Service please note we can only request they release 
the deposit to either party. As they are actually 
holding the monies paid the decision is theirs and the 
deposit if required for any damages can only be 
returned to you by the scheme. 

 
 If you or your representative(s) wish to inspect the 

property after the Tenant has left and before we give 
the deposit back to the Tenant, you must do so after 
we have had the inventory checkout inspection which 
will be within ten days of the Tenant leaving the 
property. 

General 
The following conditions apply to our property 
management service:- 
 
 Where legal action is necessary against the Tenant, 

eg to recover any sums due under the tenancy or to 
obtain possession of the property, it will be your 
responsibility to instruct Solicitors to commence 
proceedings. You must pay the costs of such 
proceedings. 

 
 If we need to instruct your solicitors or attend a Court 

or Tribunal on your behalf, you will have to pay to us 
additional fees as set out in our fees information on 
an hourly basis. 
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 We will use our standard tenancy agreement. If it is 
necessary to use any other form of tenancy 
agreement e.g. because your lender requires it or 
you wish to or are advised by us to grant a Company 
Let, we reserve the right to vary this agreement and 
charge an additional fee.  

 
 If you are classed as resident overseas for tax 

purposes we are responsible for deducting income 
tax at the basic rate on rental income from your 
property. We will hold this money on your behalf. 
We recommend that you seek advice from a tax 
adviser if necessary. 

 
 We do not normally manage empty properties unless 

you have specifically instructed us to do so. Where 
this service is provided an additional fee will be 
charged. 

 
 In the event an arranged Tenancy falls through 

because the Tenant withdraws following acceptance 
but before signing, we will not be liable for any loss 
of rental income. We take an administration fee from 
the Tenant upon acceptance which is non-refundable 
to cover our wasted costs in the event of withdrawal. 
If you wish us to ask the prospective Tenant/s for a 
holding deposit which will be offset against the 
deposit due or rent in advance due when the assured 
shorthold tenancy agreement is entered into in order 
to hold the property for them and take it off the 
market, you must state this on the special clauses 
page of this agreement. Any deposit taken for you 
cannot be a penalty by law and must be agreed with 
the Tenant in writing with a breakdown of what the 
holding deposit is for. In the event of their withdrawal 
you must mitigate your loss and instruct us to refund 
to them any part unused as a result of a replacement 
Tenant being found or any other circumstance that 
causes you to have suffered no loss.  

 
 We reserve the right to vary these terms of business 

by giving you 28 days written notice. 

The Gas Safety (Installation and Use) 
Regulations 1994 

These regulations came into force on 31 October 1994.  
They impose requirements on landlords in relation to the 
supply of gas and gas appliances in a property which is 
let. 
 
The relevant Regulations as far as you, as a landlord, are 
concerned are: 
 
 There must be a sufficient supply of air available for 

proper combustion of the gas appliance. 
 
 There must be adequate facilities for the removal of 

products of combustion.   
 
 There must be adequate ventilation to enable any 

gas appliance to be safely used. 
 
 All gas appliances must be in a condition that allows 

their safe use and eliminates any risk of escaping 
gas. 

 Carbon monoxide detectors must be fitted in a 
property where any fixed gas appliances are 
present 

 
If you have any reason as landlord to suspect that there is 
a gas escape at the property you must immediately take 
all the reasonable steps to ensure that the gas supply is 
shut off. 
 
These regulations apply to all gas appliances at the 
property including any central heating system, fires, 
cookers, refrigerators, etc which use Mains, Propane or 
Calor Gas. 
 
As landlord you must ensure that an approved GAS 
SAFETY tradesman (GAS SAFETY replaced CORGI in 
2009) checks each gas appliance in the property for 
safety every twelve months. Before any tenancy begins 
you must provide us with an inspection certificate for 
each gas appliance in the property or we will arrange it 
for you at cost (please refer to fees list). We will thereafter 
carry one out on your behalf without reference to you on 
an annual basis using our approved tradesman unless 
you have indicated in these terms or later in writing that 
you will be using your own tradesman. If you use your 
own you must provide us with a copy of the new 
certificate at least 7 days before the old one is due to 
expire.  
 
There are heavy penalties imposed on landlords and 
agents who do not comply with these regulations, 
including fines and imprisonment. 
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The Furniture & Furnishings (Fire) 
(Safety) Regulations 1988 (as 
amended) 
All upholstered furniture made after 1950 is included 
within these regulations. The regulations apply to all 
furniture which is in residential property where that 
property is to be let for the first time after 1 March 1993. 
The furniture covered by the regulations includes sofas, 
settees, seat pads, beds, headboards, pillows, armchairs, 
scatter cushions, futons, mattresses and bean bags. To 
comply with these regulations these types of furniture must 
be fire resistant and in most cases carry a permanent 
label to this effect. To be ‘fire resistant’ most furniture must 
have passed an ‘ignitability’ test, specified in the 
regulations. 
 
 If you ask us to manage your property while it is let 

you must remove any furniture which does not comply 
with these regulations before the tenancy begins. Any 
replacement furniture you place in the property must 
comply with the regulations. 

 
 You warrant that any furniture and furnishings in the 

property comply with these regulations. 
 
 You warrant to indemnify us against any claim that is 

brought against us or any loss suffered by us as a 
result of your failure to ensure that any furniture or 
furnishings in the property comply with the 
regulations. 

 
 For the avoidance of doubt you warrant to obtain 

technical advice on the question of whether any 
furniture is compliant and to save and produce all 
receipts as proof of date of purchase in the event 
they are later required. 

 
There are heavy penalties imposed by these regulations 
on landlords and agents who do not comply with them. 
The penalties for non-compliance include an 
imprisonment and/or a fine. 

Minimum Energy Efficiency 
Standards Regulation 
 
As from the 1st April 2018 there will be a requirement for 
any properties rented out in the private rented sector to 
normally have a minimum energy performance rating of E 
on an Energy Performance Certificate (EPC). The 
regulations will come into force for new lets and renewals 
of tenancies with effect from 1st April 2018 and for all 
existing tenancies on 1st April 2020. It will be unlawful to 
rent a property which breaches the requirement for a 
minimum E rating, unless there is an applicable 
exemption. A civil penalty of up to £4,000 will be 
imposed for breaches. This guidance summarises the 

regulations. There are separate regulations effective from 
1st April 2016 under which a tenant can apply for 
consent to carry out energy efficiency improvements in 
privately rented properties. The Regulations apply to 
domestic private rented sector properties in England and 
Wales.  

 
Need for an EPC 
 
 Properties within scope will include any domestic 

privately rented property which: has an EPC, and is 
either (i) required to have an EPC; or (ii) is within a 
larger unit which itself is required to have an EPC, 
either at point of sale, or point of let. No changes are 
made to existing regulations regarding the provision 
of EPCs. 
 

 Flats and houses are subject to the regulations. In the 
case of flats this means self-contained unit. Non self-
contained units such as bedsits do not require an 
individual EPC. 

 
The EPC must be the current EPC if there is one this must 
be no more than 10 years old. 
 
Prohibition on letting 
 
A domestic private rented sector property is substandard 
if the EPC rating is F or G, unless an exemption applies 
(exemptions yet to be confirmed). The legislation prohibits 
a Landlord from letting out a substandard property. If 
there is an EPC in place which shows that the property is 
an F or G then it must not be let; otherwise the Landlord is 
liable to penalties. This is subject to any available 
exemptions. Energy efficiency improvements must be 
carried out to bring the property up to an E rating at the 
minimum, unless one of the exemptions is applicable.  
 

Deregulation Act of June 2015 
 
The Deregulation Bill will have a significant effect on the 
private rented sector sitting alongside provisions relating 
to tenancy deposits. 
 
The Bill contains a section entitled 'Preventing retaliatory 
evictions.' This section is aimed at preventing Landlords 
who, when faced with a complaint about disrepair from a 
Tenant, serve a Housing Act 1988 section 21 notice and 
then seek to terminate the tenancy, rather than tackle the 
disrepair and pay out compensation that the tenant could 
potentially be entitled to receive. 
 
In summary, the new law will be as follows: 

 
 If a Landlord is served with a Housing Act 2004 

improvement notice in relation to category 1 or 
category 2 hazards, or an emergency remedial 
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action notice under s40(7) of the Housing Act 2004, 
the Landlord cannot serve a s21 notice within 6 
months of the Housing Act 2004 notice being served, 
or within 6 months of such a notice being suspended. 
 

 Any s21 notice served by a Landlord will be invalid 
if: 

- before the Landlord served the notice, the Tenant had 
made a written complaint to the landlord (or the 
Landlord's agent) about the condition of the dwelling-
house; 

- the Landlord did not provide a response to the 
complaint within 14 days or provided an inadequate 
response (by not describing the remedial action to be 
taken nor setting out a reasonable timescale for such 
action); 

- the Landlord served a s21 notice following the 
tenant's complaint; 

- the Tenant then complained to their Local Housing 
Authority about the matter;  

- and – the Local Housing Authority then served a 
Housing Act 2004 improvement/emergency remedial 
notice on the Landlord. 
 

 There are some safeguards aimed at preventing both 
Tenants abusing the new powers and Landlords 
finding themselves unable to manage their property 
assets. These include: 
 

 A Tenant cannot rely on disrepair where the disrepair 
is caused by the Tenant. 

 
 A Landlord can still serve a s21 notice, irrespective of 

the above, if the property is genuinely being 
marketed for sale. 

 
 The provisions do not apply if a Lender is seeking 

vacant possession to sell, provided the mortgage was 
granted prior to the commencement of the Tenancy. 

 
 At present, the new provisions will only apply to 

tenancies created after the provisions of the new Act 
come into force. (This is intended to come into force 
from October 2015) Existing Tenants will not 
therefore be able to rely on these provisions at the 
present time. However, Landlords should note that the 
Act does provide that the provisions will apply to all 
assured shorthold tenancies 3 years after the 
provisions come into force. 

 
As a safeguard to Tenants and Landlords we look to 
ensure that, where possible, all properties that we 
manage meet ‘Decent Home Standards’ or are being 
improved to achieve this. 
 

To meet the Decent Home Standard, a home must: 
 
 Meet minimum safety standards for housing (using the 

Housing Health & Safety Rating System) 
Details can be found: 
www.gov.uk/government/publications/housing-
health-and-safety-rating-system-guidance-for-landlords-
and-property-related-professionals 

 Be in a reasonable state of repair 
 Have reasonably modern facilities and services 
 Have efficient heating and effective insulation 

Termination 
The following conditions apply to the termination of a 
property management service agreement: 
 
 If we are unable to let your property, you may 

withdraw your instructions by giving us seven days 
written notice. 
 

 If we are unable to let your property, or are unable 
to obtain a signed copy of these terms or instructions 
from you including keys for viewings we have 
arranged, we may withdraw from the agreement by 
giving 7 days notice to your last known residence or 
place of work in writing. You will be liable for any 
marketing costs incurred. (refer to fees list – 
withdrawal) 

 
 Where we have placed the property on the market 

to let and you withdraw before a suitable Tenant is 
found by us you will be liable for any disbursements 
incurred by us on your behalf (refer to fees list – 
withdrawal) to cover our marketing costs.  If you 
agree a let directly with a Tenant who we have 
carried out a viewing with (whether or not we have 
put forward their application to you) and you 
withdraw your instructions to us to let the property 
you will be liable for a Tenant Only Finders Fee 
which is the equivalent of the first month’s rent. 

 
 If we consider that you are in breach of any 

regulation (whether statutory or not) relating to the 
property, we may give you seven days written notice 
of termination. 

 
 Either party may end the agreement for any other 

reason not stipulated above by giving not less than 
one calendar month’s written notice to the other. If 
you give notice to end the agreement you must pay 
all monies you owe us under the agreement. We 
reserve the right to charge for any fees due to us 
under this agreement up to the earliest possible 
expiry date of any existing tenancy agreement or a 
cancellation fee of £100 plus VAT whichever is the 
greater. 
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Scale of Fees / Charges 
From 19 October 2010 
 

SERVICE PRICE 

Full Management Fee 12.5% of rents collected plus applicable charges below 

Full Management Fee Portfolio Owners Contact us to discuss 

Tenant Only Finder’s Fee The first months rent plus applicable charges below 

Advertising (Local And National) At Cost (£25.00/£35.00) dependent upon size. 
Newspaper adverts are placed in a local newspaper of our 
discretion in the weekly property guide. 
 
Advert on RIGHTMOVE, ZOOPLA or similar – placed for all 
properties. Included at no extra charge.  
 
Flag/Window Boards at cost. Approx £35.00 (is 
automatically arranged and included within management or 
tenant find only fee and only charged in the event of 
withdrawal. Refer to Withdrawal Fee below) 

Advertising (In house window displays and weekly 
properties to let list given to all prospective applicants and 
emailed to all local housing concerns such as Care Rent, 
Home Option Bond Scheme, Shoreline, NE Council) 

Automatically arranged and included within management or 
tenant find only fee 

Gas Safety Checks (a legal requirement) At Cost  

EPC (energy performance certificate which is a legal 
requirement) 

£50.00 (one off charge unless your energy performance 
changes) 

PAT TEST (portable appliance testing) At cost  

Periodic electrical test and inspection At cost (approx £100.00 per fuse board) 

Inventory Unfurnished/Furnished +/++ 1 Bed £75.00
2 Bed £85.00 
3 Bed £95.00 
4 Bed £105.00 

Inventory Furnished Properties ONLY Checkout + 1 Bed £58.00
2 Bed £63.00 
3 Bed £68.00 
4 Bed £73.00 

Inventory each new Tenant thereafter unless  there have 
been substantial changes in our opinion and at our 
discretion + 
 

£58.00
 

Maintenance and Repairs 
Please refer to heading REPAIRS below as to the limit placed 
on any disbursements we spend on your behalf. 

Copies will be provided with your management statement. 
Our time spent arranging the maintenance is covered by our 
management fee. However where we have larger 
refurbishment projects over £2,000.00 a fee of 10% for the 
management of the project can be applied.  

All the above charges are subject to VAT at the applicable rate. 
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SERVICE PRICE 

Eviction Notices Served £50.00 

Eviction Proceedings (Guide as to 3rd party costs) £720-£950 depending upon whether bailiff is required 
(includes courts own fees) 

Buildings Insurance Valuations £100.00 each 

Insurance Claims (Non Subsidence) 10% of each claim (Minimum £30.00) 

Rent Registrations (Assured Tenancies Only) £45.00 each 

Annual Income and Expenditure Summaries (if required) £100.00 each 

Grant Works - Administration Fee £150.00 

Provision of Previous Statements £15.00 each 

Liaising with Accountants / Solicitors / Others On a time charged basis * 

Ground Rent Assignments £25.00 each 

WITHDRAWAL FEE £35.00 Plus ** 

All the above charges are subject to VAT at the applicable rate. 

+ Where you ask us to take a deposit (formerly known as bond) on your behalf you must take out an inventory through us. 
The arbitrators of the deposit scheme legislation expect good quality inventories professionally drafted in the event of a 
dispute and unless you are able to provide one in the event of a dispute you will almost certainly lose the deposit 
irrespective of whether the Tenant/s have caused damage. 

++ Cancellation fee of £35 if the inventory clerk is unable to proceed on arrival as property not ready. 

* Hourly Basis for Partner/Surveyors £200 plus vat, Managers/Legally Qualified Staff £150 plus vat, Staff £90 plus vat 

** Applies where we have placed the property on the market to let and you withdraw before a suitable Tenant is found by 
us to cover our disbursements such as our marketing costs. If you agree a let directly with a Tenant who we have carried out 
a viewing with (whether or not we have put forward their application to you) and you withdraw your instructions to us to let 
the property we will charge you a Tenant Only Finders Fee which is the equivalent of the first month’s rent. 
 
***We will retain as a company any discounts received by the firm from a 3rd party. If applicable.  
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Special clauses 
STATE HERE: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Where we are instructed to manage your property we require you to complete the remainder of this document and return it 
to us as soon as possible. 

Property to be managed 
ADDRESS  

  

  

POSTCODE    

     

TELEPHONE    

     

COUNCIL TAX BAND    

     

Lender 
NAME  

ADDRESS  

  

  

POSTCODE    

  

TELEPHONE    

    

MORTGAGE ACCOUNT NO  

Your lender’s written agreement is always required for each tenancy and any extension of a tenancy. You must apply for written authority 
and comply with any condition your lender attached to his/her consent before the tenancy can be completed. 
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Leasehold Properties 
If the property is a leasehold property please give details of who is responsible under the lease for major repairs etc. and who should be 
contacted concerning these. You may also need to obtain your freeholder’s or superior landlord’s agreement to the tenancy. 

NAME OF PERSON TO CONTACT  

   

NAME OF FREEHOLDER/ 
SUPERIOR LANDLORD 

 

   

ADDRESS  

  

  

POSTCODE    

  

TELEPHONE    

 

Services Available 

ELECTRICITY YES/NO METER/
ACCOUNT 

PROVIDER AND METER NUMBER 

GAS YES/NO METER/
ACCOUNT 

PROVIDER AND METER NUMBER 

WATER YES/NO METER/
ACCOUNT 

PROVIDER AND METER NUMBER 

TELEPHONE YES/NO BROADBAND YES/NO

OFF PEAK CIRCUIT YES/NO   

CENTRAL HEATING 
(Gas/Oil/Electric) 

YES/NO METER/ 
ACCOUNT 

PROVIDER AND METER NUMBER 

 

Please advise of the location of the following items: 

MAINS WATER TAP  

FUSE BOX  

ELECTRICITY METER  

GAS METER  

WATER METER  

SECURITY SYSTEM (and code, if applicable)  

List any items under guarantee and enclose copies of guarantees 
 

1  2  3  
      

4  5  6  
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Appliance Maintenance Agreements 

 
ITEM’S MAKE AND MODEL NO 
(e.g. cooker, refrigerator, security system, etc.) 

SERVICED BY 

CENTRAL HEATING SERVICED BY 

CONTRACT NUMBER 

FUEL / OIL SUPPLIED BY 

 
NOTE: Under the gas safety (Installation & Use) Regulations 1994 we will arrange an annual inspection of gas pipe work, 
services and appliances by an approved ‘GAS SAFETY’ registered contractor at your expense. Gas Safety replaced Corgi 
in 2010.  
 We must see any existing safety certificate before our management commences and the new certificate at least7 days 

before each renewal should you choose to use your own contractor. 
 Under the Furniture and Furnishings (Fire) (Safety) Regulations 1988 (as amended) please note all furnishings in rented 

property must at all times comply with the legislation (you have already been provided with a copy of the guide-lines on 
the regulations). 

 Landlords are required by law to install working smoke alarms and carbon monoxide alarms in all rental properties. 
Smoke alarms to be installed on every floor of the property and tested at the start of every tenancy. Carbon monoxide 
alarms in all high risk rooms. 

Repairs 
You authorise us as your agent to spend up to £300 (exclusive of VAT) on repairs on a single item without 
reference to you. However you may authorise us to spend up to a higher limit – please specify (£                    ).   
 
Items not to be repaired 
1  
2  
3  
NOMINATED REPAIRERS 

Electrical Appliances 
The safety of all electrical appliances designed to operate using the mains is controlled by regulation. This will include, for 
example, electric fires and heaters, electric blankets, hairdryers, cookers, refrigerators, washing machines, lamps and music 
centres. 

Any electrical appliance you supply or offer to supply must be safe. This means it must be constructed in accordance with 
good engineering practice. It must not present a danger either to the user, domestic animals or the property which it is used 
in. 

Electrical Appliances 
 Inadequate insulation and/or earthing. 
 Accessible live parts. 
 Inadequately guarded moving parts. 
 Excessive temperatures. 
 Dangers caused by arcing or radiation. 
 Worn cables or flexes. 

These are only examples taken from a long list of complex requirements. You may also be required to provide information 
on the safe operation of an appliance that you supply. 



Page 20 of 24 
 

What should you do? 
Your local Trading Standards Office can advise you on the types of appliances covered by safety standards. However, only 
a competent electrical engineer can tell whether or not a particular appliance is safe. 
 

YOU ARE STRONGLY ADVISED TO HAVE ALL ELETRICAL ITEMS PROPERLY 
INSPECTED BEFORE YOU OFFER THEM FOR SUPPLY 

 
Please list all gas and electrical appliances, which are to be, included in future tenancies. (e.g. Boilers and water heaters, 
fires and room heaters, kitchen appliances, electrical showers and smoke alarms.) 

 

Type of Appliance Model PAT TEST REQUIRED (to be 
arranged by us) Tick if Yes 

   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   

Insurance – Buildings 
INSURANCE COMPANY  
ADDRESS  
  
  

POSTCODE  
 
POLICY NUMBER  
 
SUM INSURED     RENEWAL DATE  

Insurance – Contents 
INSURANCE COMPANY  
ADDRESS  
  
  
POSTCODE  
 
POLICY NUMBER  
 
SUM INSURED      RENEWAL DATE  
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You must advise your insurers of the tenancy. Failure to do so may invalidate your policy. Please check that your cover is 
adequate. 

PLEASE NOTE If you are or will be classed as residents overseas for tax purposes we are responsible under the law for 
deducting and paying income tax at the basic rate from any rental income we receive unless advised to the contrary by Inland 
Revenue.  A form requesting that we pay rental income to you net of tax is available. We are also required to file quarterly or 
annual reports to the Inland Revenue on income and expenditure for which a higher management fee is charged to cover our 
extra time and accounting on your behalf.  

Tax Adviser 
NAME  
ADDRESS  
  
  
POSTCODE  
  
 
TEL NO.   

Solicitor 
NAME  
ADDRESS  
  
  
POSTCODE  
 
TEL NO.   

If legal action should be required for any reason (e.g. non -payment of rent), it may be necessary for you to instruct a 
solicitor.  If you do not have a solicitor we can recommend one who will act for you if the need arises. 

Assistance 
HELPFUL NEIGHBOUR  
ADDRESS  
  
  
POSTCODE  
 
KEY HOLDER                                                YES/NO

 
TEL NO (Home)  TEL NO (Business)  
 

Emergency Contact 
NAME  
ADDRESS  
  
  
POSTCODE  

 
TEL NO (Home)  TEL NO (Business)  

 
Does emergency contact have Power of Attorney? If so 
please provide a certified copy 

YES/NO 
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FULL NAME (S) OF ALL OWNER (S) INCLUDING TITLE
 
 
 

CORRESPONDANCE ADDRESS (THIS MUST BE OVERSEAS ADDRESS IF CLASSED AS RESIDENT OVERSEAS FOR TAX 
PURPOSES) 
 
 
 
 
POSTCODE  POSTCODE

 
TEL NO: (Home)   TEL NO: (Business)  
 
MOBILE:    FAX NO:  
 
EMAIL  
 
TYPES OF TENANTS  
 
ADDRESS OF PROPERTY TO 
BE LET 

 

  
  

POSTCODE  
 
COMMENCEMENT DATE  INITIAL ASKING PRICE £                  :                   PW/PCM
 
INVENTORY/SCHEDULE OF CONDITION TO BE ARRANGED BY LOVELLE BACONS YES / NO
GAS SAFETY CERTIFICATE TO BE ARRANGED BY LOVELLE BACONS YES / NO
EPC TO BE ARRANGED BY LOVELLE BACONS YES / NO
APPROXIMATE LENGTH OF TIME PROPERTY WILL BE AVAILABLE FOR: (Please tick below) 
 
6 Months only  1 to 2 years 2 Years or more 

Please note that if you wish to only let for 6 months you are advised to instruct us to serve notice at the outset of the tenancy which will 
then take effect at the expiry of the 6 month period.  Once the fixed 6 month term has passed notice can be served at any time without 
reason or cause being given but will take 2 months to take effect. You should be aware however that if the tenant/s fail to give up 
possession upon expiry of notice and possession proceedings are filed it could be a further 2-4 months before you regain possession 
depending on many factors including whether you choose to sue for any arrears and whether a bailiff is eventually instructed. Please be 
aware of this if the property is your main or principal residence and you are intending to return to it as we are unable to guarantee you 
will regain possession on a date of your choice.  

Payment of rent - bank/building society details 
NAME OF BANK/BUILDING SOCIETY   
  

ADDRESS  
  
POSTCODE  
 
NAME OF ACCOUNT  
 

SORT CODE   
 

ACCOUNT NO   
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Declaration 
 I / We confirm that I/We own the property to be let and are able to enter into this agreement.  Instruction is given to 

LOVELLE BACONS to provide property management services on the basis of the terms of business, a copy of which has 
been received. LOVELLE BACONS are to act on my/our behalf and to sign the tenancy agreement, inventory, deposit 
certificate, eviction notice and any other documents required. 

 I / We confirm receipt of written guide-lines on EPC’s, Smoke Alarms, Carbon Monoxide Detectors, Gas Safety and 
Furniture and Furnishings (Fire and Safety) Regulations and will comply with all obligations under these regulations and 
indemnify LOVELLE BACONS against any claim brought against them or loss they may suffer as a result of my/our 
failure to comply. 

 I / We authorise LOVELLE BACONS to protect deposits with a Government authorised tenancy deposit protection 
scheme and to comply with my/our obligations under these rules. Where a dispute over the amount of deposit to be 
returned to the tenant LOVELLE BACONS are to use the Alternative Dispute Resolution process to resolve the dispute. 

 

 

SIGNED 
 
 

DATE 
 
 

 

SIGNED 
 
 

DATE 
 
 

 
SIGNED ON BEHALF OF LOVELLE BACONS 
 

SIGNED 
 
 

DATE  

 


