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INTRODUCTION

Our aim of this free Letting Agents Operation Manual is to goraesexamples of the different A
processes that are evolved inth§ i G Ay 3 Ay RdzaGNE |yR aKIFINB az2yYs$s
effective practices.

There is a duty of care for an agent to represent the interests of both landlords and tenants, even
thoughwe often legally and commercially represent the landlord. We recommend that you take a
balanced approach.

As well as these procedures, we recommend you familiarise yourself with the paperwork that the
Letmc.com generates and other examples that are fged in the index (if you require changes to
the standad paperwork, please contact Let@2 Y Qa & dzLJLJ2 NI OSy (i NB O @
recommend you contact your local council and familiarise yourself with any local guidance and
polices that may affedhe residential lettings market.

Please take the procedures and advice that will work for you and your company, and please note,
this does not represent legal support, and its contents must be confirmed by your legal
representative.
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LETTINGS

DAILY AN WEEKLY CHECK LISTS

DAILY CHECK LIST

Check InTray

Check Diarand Appointments

Notify Applicantsof New Properties to Rent
Arrange Access for future Viewings
Upload Bank Statement

Reconcile Bank Statement

Authorise Letters and Send Pasthails

[ et et A et et eI et e+

WEEKLY CHEQIST

Check Tenancies Ending aneaobrertise
Check Overdue Certificates

Rent Chase Tenants

Apply Landlord Maintenance Invoices
Check People to Pay

Pay Landlords, Contractors and Tenants

[ eI et ant-RNN B eI e

MAKING AN APPOINTMEMWITH AAPPLICANVE LANDLORD

Alwaystrytogd G(KS f I yRt2NRQa Fdzt RSGFEAfAT yIYSET | RRNBaa:
does not use your service now, building a mailing list of landlords wikepinvaluable in the future.

Always try and get the address and outline details of plhe@perty to be let. If you do not get the landlords
details you can always do a Land Registry Search (www.landregistry.gov.uk) to find the details.

We recommend you enter the above information into the Letmc.com (so it is safely stored) and create an
appointment for the visit in the diary.

Log On To LetMC
To Create A Landlord Entry Lettings/Landlords/Create a Landlord
To Add a Property Lettings/Property/Properties/Add a Property
Booking an Appointment in the Diary | Office/Diary/Add an Appointment

I.  Print and prefill an Appraisal sheet in readiness for the appointment
1. If the appointment is a week or more ahead, it is worth confirming.
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APPRAISING THE PRRPE

When going to meet the landlord we suggest that you take with you:

I.  Appraisal Form See exampléelow
II.  Landlords Guide

lll.  Examples of currently marketed and recently rented properties

IV.  Council information and guidance
V. Adigital camera

SMALL TALK

Try and find out from the landlord, by using open questions, what is his/her plans and needs. For example,
what is your mortgage repayment (if any), do you need an income from the property or is it an investment?

Ask the Landlord what are they willing t@ do increase the potential oktting a property, or what is the

minimum rentyou are willing to accept? 190 give advice, like interior design options to improve the layout of
the property or suggestions for improving the furniturlKEAis good quality, often neutral and cheap). This

will help you to form your appraisal recommendations.

EXAMPLE OF AN APP&¥I FORM

APPRAISAL FORM

ADDRESS OF PROPERTY: POSTCODE:
NUMBER OF BEDS: AVAILABLE TO RENT
FROM:
TOTAL RENTE PER MONTHZ BONDE
TYPE OF TENANTS: Sumony couen
Stugents 6monn swdents
Housing Banett Omar
DESCRIPTION:
Catis Phon2 Microwave Washer Dryer
G3s Canval Hegmng Phone imarnat Soint Washing Machinz
Coudiz Glazing Tumpie Dryer Shower
Dismvashar Tesavision Szcond Batroom
Water Incuded Parang Garage

555, 9. OR 12 MONTH TENANCY?

VIEWING ARRANGEMENTS: without keys weare unable to carry cutviewinge and will put your property on hold until

we have keys.

KEYS SUPPLIEDNUMBER: ALARM CODES:
NAME: Tazphonz:
ADDRESS

D3z of M QCoupaton:

13.3")."0‘ AGENTS NAME % 2t !he property [and manage]* Rfor ™2 dwration of 2 12nancy, 35 stpuialed Inthe tarms of
use {*Deisiz 35 3poropriats)

ican confrm T3t s0R Arnishings Compiy with th2 Fire Safsty Reguistions 1333 and !are 53 vald g3s Sakty carficale for he
property

[lundarstand that 3 fee equivalent % a half month's ramt ks payatie on Lating e proparty for ! Let onfy 021
[lunsersiang mat 3 f22 equvaent 10 a3 quartsr month's r=n iz payabie In L=ting M2 oroperly fr M2 managed senice’]
("Deste 35 aporopriae)

SIGNATURE, DATE,

s

Yas NO

Arzmare curenty any Tenams residng 3 M2 property?
Dasze provide Tenams' A nama(s)

Mobise Number:

D0y0u r=qUrE Agenis Name 1 cary OJl 3 Ga: SaiEly Carttcai’
(1701, 120 3 pNoIoCoDy MuUSt D2 Drovidad Defrs wi Can Iet your propenty)

Can we pul 33ignon M2 prapany?

iz 12 propenty =MO registered?

Managed only — Whnat Is e mamenance Emit{2g. £100.00) defors wa naed 1 comact £
¥Ou for permission?
.ao.» have any spacial aangemans?

£9. Sritsh Gas cover)

Mananon ONly — Wil yOu D2 03520 OVErs23s fr mor2 Tan 6 monins 3 yaar?

Bank Detalls

Accoum Name

Accoum Numer:

Sort Coge:

(L2 oy — With Out Dank geta we Wil Onfy coliact 2 post dated cheques)

Ar2yOou using anomar Agam?
Agem namz

Wil you D2 BVINg N2 prapanty?

How did you h2ar aoout Agente Name?
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SERVICE TYPE

Discuss with the landlord the services that you can offer and confirm what service type they would like,
whether it may be Tenant Find, Rent Only or Fully Managed.

U Try and seek Rent Only or Managed in preferenceewait Find.Whilst Tenant Find in the short
GSNY OFy 06S fdzONY 6A@Ss: YSRAdzY G2 t2y3 GSNY YIyl 3S
industry.

0 If you are a new company you should aim to achieve a portfolio of about 50 properties in the first
year. This is generally thought of as the break even point of your business.

LEGAL

It is always good to discuss the Landlords legal obligations like gas safety regulations, repairing obligations, and
in some cases licensing. Making yourself aware of the aégnk and passing that knowledge onto a
Landlord, will differentiate you from other agents and can build a better client relationship.

MARKETING

Discuss with the landlord the marketing methods you will employ, and suggest the landlord checks that their
property is advertised if they decide to go with another agent.

TENANCY TERM AND ABN TYPES

Confirm the length of tenancy the landlord is seeking, and whether he/she is prepared to accept different
types of tenants. Always keep as many options open asilpies

KEYS

Finally, get a key. Some landlords resist giving a key and suggest that they meet you when there is alviewing.
can guarantee what is convenient fon Applicantis not convenient for a landlord when it comes to a viewing.
You as the agenwill incur costs from the phone call and risk losing viewings, all for the sake of a key. Also,
with a key you can react cqukly if someone is interested.

Always record what is agreed on the Letmc.com notes section, this is centralised record keepingjlthat
protect you in the long run.

Always record Notes on the system

Adding a Landlord Note | Office/NotegManage People Notes

RESIDENTIAL LETTINGS OPERATIONAL MANUAL
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CONFIRMING THE ADVIHEERING OF A PROPERTY

LANDLORD PERMISSION

If the Landlord does not or is reluctant to give you periois@t the appraisal meeting, there aseme options
open to you.

Option | After the meeting with the Landlord some agents will just go ahead and advertise the
One property without clear permission, once they have a viewing the landlord generally ag
andthe agent has him on their books. This may bring in extra business, but is not aly
seen as good service.

Option | After the meeting follow up with a telephone call to the landlord to confirm permission|
Two This is a more professional approach and &€pii & (G KS Of ASy i Qa ¢
take time to get in touch with the landlord.

If the landlord does not giveermission

Tryand find out why and which agent they have signed up with

Add a remindetto your LetMC diary for about ormaonth for follow up

CheckyourO 2 Y LIS (mkhsig MEaf they have let the property.

If the property is still not let with your competitpfollow up a call with the landlord to ask how the
letting of theirproperty is going

U Always be courteous and not pushy

cC.

Once yu have the go ahead, if you have not already done so add the property to the system, create the
landlord instruction and advertise the property.

Authorise the instruction posting from the Post Bag and send to the Landlord. This will confirm detaiks for th
marketing of the property and requesting them to respond immediately if there any problems with the
instruction.

What you need to do on the system

Add the Property Lettings/Property/Properties/Add a Property
Add the Landlord Lettings/Landlords/Creata Landlord
Create the Instruction Lettings/Instructions and Tenancies/Create a Landlord Instruction

Advertise the Property Lettings/Instructions and Tenancies/Modify Instruction or Tenancy. Open
tenancy required and click on Advertise

Authorise thePostbag Office/Post Bag/Authorise Letter®hen the instrution has been sent to the
postbag, authorise the letter and send

When anApplicantis interested in a property, it is good practice to check wiatlld be theminimum rent
that the Landlord is wihg to receive.lt could be the single factor that lets the property.

The Landlord Instruction can detail the difference in advertised rent and the minimum rent the Landlord is
willing to receive. Also, add a note under the Land$ Note section on Letc.com to reflect this negotiation
amount.
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LANDLORDS IDENTITY

The Landlord is not always the owner of the property, in some cases there are family or friends who are in
charge. There are compliance requirements under Money Laundering legislation aatl peoperty, and
their identity should be confirmed.

There are lots of ways to scam people with property, remember the story of a chap who sold London Bridge to
an American Tourist. It has been known for people to pretend they are a landlord, if in,doluahd Registry
Search will confirm the owner of the propertyn{w.landreqistry.gov.uk

¢t2 O2yFANXY I [lFYyRft2NRQa ARSyi(GAGe &2dz Oy OKSO] o6 f gl &

U Passport
i Photo Driving Licence
U Utility or council tx bills

RELETTING A PROPERTY

Under the report section of the Letmc.com you can monitor which tenancies are coming to an end. With
properties that you manage, by Hadvertising them you will send out a copy of the Landlord instruction which
will automatially confirms with the landlord that you are-tetting their property.

Reports

Tenancies Ending Report | Reports/Tenancy Reports/Tenancies Ending

U Check the Tenancies Ending Report

U Always advertise a property once the Section 21 notice has been issued Eadt 2 months before
the end of a current tenancy. This gives plenty of time to let a property.

U A void period between tenancies does not generate constant management fees!

U Check with the current tenant whether they would like to stay on, beforadeertising the property.
Maybe offer a discount on resigning the tenancy.
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MARKETING

CONFIRM YOUR MARKNTG ITECHNIQUES

Any marketing plan is abowtalue for money, consistency and knowing where your responses have come
from. We suggest that yorecord the name of every customer and where they had heard about you, then add
up your responses and confirm what marketing is working for you. If you have a half hearted maplkating
thenyourwillgethalfi KS o6dzaAyS$aa &2dzQNB SELISOGAy3ID

BOARDS

To Letsigns are the simplest and often the cheapest form of advertising. Agents who manage their board well
and have lots of boards out often generate a very affective profile. They promote your brand to both tenants
and landlords, and the property (particulg important for a landlord). We recommend you find a good sign
contractor and order about 100 signs.

U Most Applicantsare aged between 20 and 30, and are likely to use text messaging, addeybu
accaunt number to your boards. Letmeceives and sendexts, so it adds anothedimensionfor
Applicantgo contact you.

U Use Let By slips once a property is let. It shows landlords how affective you are.

U Remember there is a strict planning condition which gives only 14 days allowance once you put a Let
By up. If you go over this some council authorities are keen to serve fines.

U Always spot check yoboards, checkhat the sign contractors putting up the boards.

APPLICANTENANTS DATABASE

It is amazing how some agents spend a small fortune on advertisiggttpeople to phone or walk into their

office, and when theyail to getanameorO2 y (i OG RSGF Af & @ L¥ &2dz R2y QG 3Si

up that Applicant You are effectively going back to advertising to get a different person to walkgh your
door.

The Letmc systerallows you to store @atabase ofApplicants whichwill automatically end emails or texts to
these Applicantswhen a new property comes on your systemSo every time you add @roperty, active
Applicantsheld on your déabaseare automatically informed.

AddingApplicants

To Add aApplicantto the Database | Home> Applicants> Add NewApplicant

U EveryApplicantwho telephones, writes emails or visits should go on Applicantslist. If Applicant
goesquiet, you can alwgs go back over the list and call them directly. Something that can be done
weekly which can increase the number of properties you let.

U Always aslpplicans if they have used another agent, what was available and what they thought of
0KSYXZ A aintelfighidbeSandwill bid in your handlingApplicant® NXB |j dZA NBYSy (G 4 @

U Every time you advertise a property on Letmc.com, texts and emails are, automatically sent to your
Applicantlist, updates your website, and uploads the properties to property gertike Rightmove,
Fish4homes, Primelocation and Propertyfinder.
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NEWSPAPER ADVERTS

Classic advert and leaflet distribution in local papers.

When we looked at the addresses of our landlords we discovered that over 60% were outside the catchment
areaof KS ySgalJ LISND 52y Qi NBfe Ff2yS 2y ySgalLl LISNA | &
advert.

LEAFLET DROP

Put together a simple flyer that can be dropped through letterboxes or be included as an insert in a
newspaper, or be on coders of otherlocal businesses.

WEBSITE PROPERTY TR

Sign up to as many potsaas possible like RightmovepPertyfinder, etc, some charge and others are free.
Contact Letmc.corto have your properties uploaded to web portals.
We currently upload to:

Property Finde
Right Move
Rent Right
Prime Location
Fish 4 Homes
Find a Property
Property Jungle
Globrix

Ezylet

[ et xR et A et e e et e

WEBSITE

Register you website with Google sitemap and adwords. Also, include an online booking siysilamto a
budget airline system and pictures/detad$ the properties. Letmc.com provides the code your web designer
needs to include the property details automaticallyttp://portal.Letmc.com

For further examples, log on teww.pinnaclegroup.comor www.maoginiejames.co.uk
DIRECT MAILING

Direct mailings considered a science, and comes with some strict rules and guidance. For further information
and best practice please go to www.dma.org.uk. The general rules are;

Expect a 1% to 4% response.

Be clear on what you want the customer to do (e.g. phone wgodbo your website).
Consider a discount; this can increase the response rate.

Be persistent one off direct mailings will be less effective.

o
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DIRECT MAILING LANORDS

There are very few mailing lists for landlords and you will need to build your owlimgét. Also, while their
property may be located within your area, they may live anywhere in the UK and overseas. When they live
outside your area, local advertising becomes less effective and the internet aact dnailing becomes
essential.

There a@e very few mailing lists for landlords and you will need to dyibur own mailing list. Whilgheir
property may be located within your area, they may live anywhere in the UK and overseas. When they live
outside your area, local advertising becomes leffective and the internet and direct mailing becomes
essential.

MAILING LIST SOURCES

Building and maintaining an tp-date mailing list of addresses, is the foundation for direct mailing. This can
be achieved from several sources of data.

Notingyour@ YLISGAG2NRa ¢2 [ SG o02FNRa FRRNBaao
Competitor property lists that give oat property houseilat number.

Competitor websites who display a property house/flat number.

Old reference forms which ask for previous landlord details.

Asking everypplicanttheir current address where they are renting.

Any landlords from university housing list or landlord websites.

[t et st B ent- A enH AN e

From these sources you can build an excel sheet of the property address, collecting the house number and
postcode which is the basic information rerpd for the Land Registry.

LAND REGISTRY

The Land Registry (LR) is the government datapasading informationon who owns or who has a registered
interest in a property. The owner of a property candiscoveredby using www.landregisteronline.gov.ukdn
paying a £Xharge.Whensearching for a propertgn the land registry websitgist enter the postcode and
house number, it is easy tpell a street name incorrecthSometimes the owner will register themselves at
the property you've found against thehame, even though they actually don't reside there. Yl then
require a directory website such asvw.192.com

192.COM

.8 2LSYAY3 ty | O02dzyi e2dz Oy aSINOK RAFFSNBYyG Lzt A
telephone numbers. Withhte landlords home address you can build a mailing list.

ROYAL MAIL RESPOMNERVICE

If you use a free post reply card with your direct mailing campaign, you will need to set up an account with
Royal Mail, who will then charge ydlie current feefor returning your reply card. For further informatiam
this service go tevww.royalmail.com
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Be consistent with yaudirect mailings, for examplegleaseinformation approximatelyevery 6 weeks. And
most importantly, research and add landlords to your mailisgdivery day (aim for 5). The bigger the list the
more business will be generated.

DATA PROTECTION.

(et

. 2dz YdzaAd Fto0ARS o6& RIFEGEF LINRPGSOGA2Yy tS3xatlriAazy I yR
Registry. Please consult your solicitor.

ALERTS

Always try and keep youApplicant tenants up to date with your new propertiesthis can be done

automatically with texts, emails andtters through Letmc.com. Progratime every day to personally phone

& 2 dzNJAgplicanis, tenants with any updates or jugor a chat to see how their house hunting is going. They

gAEf FLIINBOAFGS AG yR AGa T NBéhtsdhdce AR custdlderca@alzi KQ Y I NJ &

VEHICLE

What ever you decide to use, a mini, saloon car, people carrier or small minjdiukem emblazoned with
aA3dylF3S 2F &2dz2NJ 6Nl YR GKS g2NRa WiSGaAy3a 3ISydQs LK
around doing viewings, increasewramarketing with your vehicle.

DIRECTORY ADVERTGESIN

It is expensive but essential. Gebalanced advert (not the smallest or the biggest) in the yellow payes,
take advantage of Yell.com.

THE COMMUNITY

Imbed yourself in local groups that are related to housing, this can be the council, Landlord forums, university
housing. Take advarga of their meetings and trade fairs, and become their commercial reptation.

PROPERTY DETAILS

Take timeto produce good quality property details, from the lists to the window displays. Be clear and
descriptive of the property and most importantly geictures of theinside of the property. Showlandlords
what you will do for them when it comes toarketing by showing examples.

PUBLIC RELATION

If you can become the local paper columnist on the rental market, covering stories on wise investments,

regut GA2yas LIAGFLIEEa F2N GSyrydas FyR éKIFG G2 de221 F2N
promoty 33 R2y Qi 06S (22 O2yGNROSNEAIT ®

RECOMMENDATIONS

Have good business ethics and core values, always be fair and professional, care abdahdotidlsand

tenants,even when it does not benefit you directly, help where you can, and there will be a huge number of
Applicans and actual clients singing your praises and recommending you, free of charge.
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GENERAL PRACTICES

KEEPING LANDLORDBAORMED

Landlords will never fully understand the scale of what an agent does to market their property, the number of
viewings completed, the negotiations and question answering that goes on. So it is worthwhile keeping the
landlord informed about the numdr of viewings at his property and the commemgplicanttenants are
making if offers are not made. By providing him with feedback in this way you are highlighting that you are
working hard to let his property. Always record wihia Applicantand curent tenants are saying and what

the landlord is instructing you toad This allows any member of your team to access the notes if your landlord
does decide to chase you.

Adding Landlord Notes
To add anote to the system | Home> Office> Notes>Manage Peole Notes

U Set aside an hour or two a week for the whole team to feedback to all your landlords by email, text or
phone. This would be an encouraging sign for a landlord whose property was not let.

APPLICANTAND VIEWINGS

Being available and carrying owt enany viewings as possible is the single most important factor to running a
letting agency No viewings, no busines®emember, that you are never too bumyfacilitate a viewing, ever.

The Letmc.com offers a centralised diary that allows everyondeiy and make appointments for viewings.
The viewing is the stage that feeds the machine for letting properties, the more viewwngcarry out the
more properties you are likely to let.

Always get a contact for th&pplicantwho has booked viewings, addition to personal safety it allows you to
confirmor cancel the viewingf necessary

Adding an Appointment to the Diary
To Add an Appointment | Home> Office> Diary> Add Appointment

0 Managing the diary and making space available for viewing isairitiOpen you diary if possible 6
RFea I 6SS1 YR FNBY olY (2 1LYO® L  Qary isnbtg I & &
completely full tha trying to fill an empty diary.

OTHER AGENTS

Some landlords will multi list with other agents (sometsngithout you knowing)when other agents contact
you with a potential tenant on a&plit commission basissheck the applicant details to ensure you do not
inadvertently offer them a property for an applicant with whom you have already direct contact.

U Within your terms/Landlord Contract it is good to haveudas stating that if a Landlordulti lists you
will increase your charges.
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KEYS AND BURGLARRWA

Master keys for properties should be taggéabeled with a nmberand hung on a hook in a key dgard or
key board. Always then enter the key number on the propeltyails on Letmc.comEntry Alarm code
should also be entered onto the system.

Adding a Key Reference

To Add Key and Alarm Details | Home> Lettings> Property>Manage Keys by Property

U Try and keep two sets of keys for a property, just in case one set is lost, it will save a lot of time and
allows multiple viewings at the same time.

0 The key record under the property entry on the Letmc.com should include a note of whether there is
a burdar alarm at the property and alarm location and code details should be noted.

0  Any keys borrowed from the office must be logged both IN and OUT in the Letmc.com.

Logging of KejYlovements

To Log KeMovement Details | Home> Lettings> Property>Manage Keyby Property

U Keep tenants copies of the keys separate from master keys; it will avoid the confusion of handing out
all copies of the key that you may hold for a property.

Lost keyslock outs, faulty locks, and bredks often requires a good locksmitiWe suggest you establish an
account with a local locksmith and confirm out of hours costs and service.

Tenants will regularly lock themselves out; we suggest you have a procedure for dealing with this, for example

U Any lockout after hours will incur a charge.g. £25 £80), this is to pay for someone to get up, open
the office, get keys, and to let you in.

U Borrowing keys to let you in within office hours is free.

U If locked out after hours suggest to the tenant if they could stay with a friend until thenimgror
sleep on the sofa.

U Burglaries, inform the police, and locksmith, and suggest the landlord claims on the insurance.

U It has been known thatenants,who lose their keys, break in themselves and then claim that they
have been burgled. By insisting théney report this to the police and obtain a crime reference
Number, the landlord will be able to claim on their insurance

UNSUCCESSFUL LETSING

If you are unsuccessful in letting a property, always wish the landlord the best and try to establish how long
GKS G4Sylyode Aao .8 1SSLAyYy3I I NBO2NR 2F |ttt atz2ai0¢é
before the tenancy is due to expire, to see if you can get an instruction forar&eting. By adding a reminder

on the Letmc.com, yowill receive a reminder in your intray whethis tenancy is due to expire.

Create a Reminder

To create a Reminder | Home> Office> Reminders> Create a Reminder
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THE ACCEPTED OFFER

OFFER PROCESS
Once an offer has been made by a tenant, we suggest yawftliis process.

STEP ONE

Tenant is required to pay an Administration Fee Payable on the signing of the tenancy or in advance; this is in
order for the property to be withdrawn from the market (the tenant should be issued a receipt).

Explain that the feesi not refundable. If the tenant does then decide to withdraw the offer, subtract your
administration costs incurred and return part of the Administration Fee. A good guide is to charge 10% for
every day. Trading standards like to see what the charfge,iso we suggest you list your costs.

Applying Charges and Issuing Receipts
To Apply a Charge (Administration fee) | Home> Accounting> Apply Charge or RefurrApply a Charge
Take a Payment antssue a Receipt Home> Accounting> Payments and DepositsTake a Payment

U You will only be able to apply a charge to the tenant once they have been added to the Agreement

STEP TWO

Create and print a draft tenancy. A copy will go to the Landlord via the Letmc.com postbag ready to
be authorised for posting.

Crede an Agreement and Authorise Postbag

Home> Lettings> Instructions and TenanciesModify
Instruction / Tenancy > Create Tenancy
Authoriseletters inthe Postbag Home> Office> Post Bag> Authorise Letters

Create a Tenancy Agreement

For managed propées, prepare contractors and confirm with the landlord any works/cleaning that are
required before the tenancy starts.

a8 GKS &aLISOALET O2yRAUGAZ2Y aSOlAz2y 2y (G(KS (Sylyode (2 |
sofa, add it to the entract. Encourage wish list items as they will only improve the properties and make them
easier in the future to let.

STEP THREE
Referencing

There are a number of reasons and options for referencing, and by referencing you will minimise your
liability to a landlord if a tenant defaults on rent. Landlords have successfully sued agents who did not
reference tenants properly, referencing will add extra cost for the agent initially but these will be levied
to the tenants.

U References should always be taken on the Applicant when they want to let a property.
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Referencing Options

LetMC offer a full and comprehensive credit check and referencing checking service.

One Contact LetMC for full details on 0870 870 8282
Employers or Landlord Reference.
Youcans¢ R f SGUSNR (2 GKS GSylyidiQa SYLX 2@
U Are they a suitable tenant?
Two Are they employed?

Can they afford the rent?
Did they default or are they late in paying rent?
Would you recommend this tenant?

[t B -

0 Always forward a copy of the a# or reference report to the landlord, it shows them that you are
referencing properly. Also, suggest that they always request a copy from other agents (to prove if
they are not referencing properly)

0 When it comes to referencing student tenants, you nfand that they have no work history and
would fail. To overcome this, we suggest you just get confirmation that they are itinfall
education e.g. a photocopy of their student ID card or offer letter.

U Ensure that payment of the credit check or referenisetaken for each applicanBEFOREhe
application is made. A receipt should be issued to the tenant.

Applying Chargefor Referencingand Issuing Receipts
To Apply a Charge Home> Accounting> Apply Charge or RefundApply a Charge
Take a Payment antbsue a Receipt Home> Accounting> Payments and DepositsTake a Payment

FAILED REFERENCES

Results of the credit check should be confirmed with a landlord when they fail or come back with a poor result.
Most people have had a credit problem (minor améjor), and that does not make them a bad tenant. We
always advise landlords that a good tenant with great references can lose there job and become a bad tenant
overnight. Check with the landlord, they are likely to accept tenants with bad referencedit history for
non-housing related problems.

If the landlord has agreed to waive the reference or has advised you that he wishes to proceed with a tenancy
despite the poor references, you should always confirm this in writing or by email, and redsrih tthe
landlords note section.

Adding Landlord Notes

To add a note to the system | Home> Office> Notes>Manage People Notes
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GUARANTORS

If a Tenant does fail a reference or you have concerns that they may not be able to pay the rent, then you can
get someone to be a Guarantor for the tenant. It is important that the guarantor is referenced, reads and
understands the tenancy, and signs a guarantor form (see example below). If the tenant defaults on the rent
then you can go to the guarantor and isisihey pay the rent.

GUARANTOR FORM

DateX X PPk X X XK X X X @

Property to which the tenancy relates

Address

XXXXOXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

Tenant Details

blEYS 2F ¢SYyFyGiXXXXXXXXXXXXXXXXXXX
5dzNF GA2y 2F ¢Syl yOeXXXXXXXXXXXXXX
{GFNI 5108 2F ¢Syl yOeaXXXXXXXXXXXX

Details of Guarantor

CAGE SXXXXXXXXXXXXXXXXXXXXXXXXXXXX
First Name&X X X X X X X X X X X X X X X X X X X X X X X X X X X X
SumnamégX X X X X X X X X X X X X X X X X X X X X X X X X X X X X

Addresg

XXXXOXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXX XKLL XXXXXXXXXXXXXXXXXX XN
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

Home Telephone Numbgr X X X X X X X X X X X X X X X

Mobile Telephone NumbeX X X X X X X X X X X X X X X

Relationship to tenanK X X X X X X X X X X X X X X X X ® &
IMPORTANT PLEASE READ

I will act as a guarantor as stated above. | have had an opportunity to read
and accept the tenancy agreement. | will accept that you will contact me
when the Tenant does not pay, and willake payment.

SIgnedX X X X X X X X X X X X X X X X X X X X X X X {

Items marked with * are mandatory
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AFFORDABILITY OF REN

To check if a tenant can afford the rent, we suggest this table to check Income against Rent.

Salary to Rent Ratio Table

Monthly Rent ¢Syl yiaaea
£500 £15,000
£600 £18,000
£700 £21,000
£800 £24,000
£900 £27,000
£1000 £30,000

*can be the combined incomes.
PAYING RENT UPFRONT

When a tenant does not pass references or there are doubts to their ability, some landlords and agents insist
the rent is paid 3, 6, 9 or 12 months in advance. This can be very difficult for tenants, and you will find that
they will need to pay by credit card or a loan from parents/friends. You as an agent then have a choice to hold
onto the rent and pay the landlorche monthly amount or pay the full amount.

U If a Landlord gets 6 months rent in advance, sometimes you find that as you do not hold any spare
funds, some Landlords may thenope difficult in accepting theiresponsibilities with maintenance.
By holding ond advance payment, you then have funds for essential maintenance

U We recommend you get a credit card machine to take payments of fees, rent and bond deposit.
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THE TENANCY AGREENEN

ASSURED SHORTHOLRANECY AGREEMENT

When creating a tenancy underatHousing Act 1988 you should consider the following criteria:

0 The rent must not exceed £25,000 per annum pure rent.
U The tenant must be an individual person.
0 The landlord must not live in the property.

See Appendix for Sample Agreement as produced in LetviC
COMPANY LETTINGS

If a company wishes to take a tenancy in their name, try and get the Owner or Director to be the named tenant
on the tenancy, otherwise seek legal advice to create a special company let tenancy.

TENANT OR LANDLOREINANCY AGREEMENTS
WS NBO2YYSYR @2dz I 92AR dzaAy3d 20KSNJ LIS2L)X SQa (Syl yoe
of date, and restrictiveghus could be gotentially a risk for you as an agent if anything goes wrong. Most

special terms can be added to the tenancytba Letmc.com as a Special Condition.

CREATE A TENANCY BEBRRENT

|STEP t CREATE A TENANCY BERENT.

Create a Tenancy Agreement

Create the Agreement | Home> Lettings> Instructions and TenanciesModify Instruction / Tenancy

Always create an agreemeand allow the Tenants to read and understand the implications of signing a fixed
term Assured Shorthold Tenancy Agreement. It is good practice before handing over the tenancy agreement
that you check.

Landlord details.

Tenants details.

Bond deposit amoun

Monthly rent.

50384 FyR GKIFIG GKS GSNY A& ¢6KFEiG &2dz SELISOGET FT2N S
day.

[ et ent- et et e

STEP 2 ADD ANY SPECIAL TERX CONDITIONS.

If the landlord agrees to special conditions requested by the tenants these must form fptre denancy
agreement in order to ensure that they are contractually bound by them.

Special Conditions

Adding Special Conditions | Home> Lettings> Instructions and TenanciesModify Instruction /
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| | Tenancy > Modify Landlord Instruction |

Theseconditionswill appear in a separate section at the end of the Tenancy Agreement entitled Special
Conditions and must be carefully drafted so as not to be ambiguous (vague) or leave room for dispute or
misunderstanding.

For example, an agreement for redecoration2 @Ay 3 2F FdzNYyAGdzNE 2NJ LIX | yiAy3
RSTAYSRE |G GKS GAYS 2F yS3aA2iAlGA2y Sdad d46AGKAY 2YyS

1'aS GKS {LISOAFT [/ 2yRAGAZ2Y F2N) WgAaK fsitaléqal partiofShe @ I RRA
tenancy. In the long term, your managed properties will slowly and surely improve with the more wish list
items you introduce.

STEP 3ISSUE A DRAFT TENXMGREEMENT FOR AGUNRE.

It is good practice to submit a draft Tenancy Agreement for approvalolly the tenant and landlord, which
gives them time to read and understand the Agreement prior to signing.

Always print two original copies2 Y S F2NJ @2dz GKS | 3Sydkftl yRt2NRaA 01Y26Y
the tenant and any guarantor (knowrs ghe tenants copy).

Each and every person named as tenant is required to sign the Tenancy Agreement, and as agent you will be
NBIljdzZANBR (2 &airady 2y GKS tFIyRft2NRQa o06SKIfTFo ¢tKS fI yRft
properties, or pased onto the landlord for nemanaged properties.

|STEP 4 SIGN THE TENANCY EEGRENT.

When you receive the signed Tenancy Agreements you should check that they have been correctly signed and
that there are no amendments to any partthie document, or ngsing pages.

Once the tenancies have been signed, you as agent should sign the agent/landlord section. Then the tenants
may move in on the start date and the landlord must honour the tenancy.

Signing
Home> Lettings> Instructions &d Tenancies Modify Instruction / Tenancy > Sig
Tenancy

Signing the Agreement

|STEP 5ISSUE THE STANDINRDER MANDATE OR DIREDEBIT FOR THE REN
|PAYMENTS.

Get Tenant to sign the mandate and process to bank

|STEP 6 ADMINISTRATION FEE

Take your Administration Fee charif not set up as auto charge

|STEP 7 STANDING ORDER

Collect the standing order mandate or Direct Debits and post to the appropriate bank. Ensure the payment
date allows time for the payment to arrive in the account by the due date.
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STEP 8 GAS SAETY

Ensure that the Gas Safety Certificate is up to date, and electrical checks (if appropriate) are arranged or
current Certificates are in place and that you are satisfied that the Landlord is complying with Fire Safety

Regulations.

|STEP @ INVENTORY

If there is not already an inventory on the Letmc.com then arrange for an inventory to be completed, before to
the tenancy commencement date, book a Chétho be undertaken on the tenancy commencement date and
confirm the appointment to all interested ptes. If there is an existing inventory, go to the inventory section
2F GKS [SiYOd02Y IyR OftA0] WwWLRAG (2 ¢SylyiQo

STEP 1% KEYS

Make sure that there are sufficient sets of keys provided for the tenants and master copies are kept
with the agents.
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SAFETREGULATIONS

GAS SAFETY

Under no circumstances should a tenant be allowed to take occupation of a property where a current gas
safety certificate is not in place. This is a serious matter, you as an agent could be convicted, fined or go to
prisonfor failing to follow Gas Safety Regulations. For further information contact CORGI, and always use their
helpline (it is free) to answer yours, tenants and landlords questions. Telephone 0870 401 2400.

U bSOSNI £ SG 2N I OO0OSLII INJETWKIRASZ NR a2 2RO ALE0A 21y k23 4 20000
insists, is not a Landlord you should be doing business with, unless he/she are a Corgi gas engineer.

0 Remember also that the regulations require a copy of the current Gas Safety Record to be provided to
each Tenant prior to their taking occupation of a property.

U Managed Properties: As an agent you should arrange for the gas safety check to be undertaken (at
GKS fFyRf2NRQ& SELISyaSu 6ST2NB (KS (Sylica®m adl NI a
place) and at annual intervals thereafter. Under schedule maintenance, always record a reminder for
the Gas &fety Certificate expiry date.

Certificates

Home> Maintenance> Maintenance Certificates Add Maintenance

Adding a Certificate Certificate

U NonManaged Properties: Whilst the onus is on the landlord to arrange for the gas safety checks, you
should check that a valid certificate is in place. The landlord may want you to arrange for a gas safety
to be done, we suggest clging an admiistration fee.

U ¢KS d(dSyryd KFra | £S3aFf NARIKG G2 asSS | @FrtAR 3ILa &
good practice to show the tenant a valid copy and fix the tenants copy to the appliante i
property.

U In addition, you should @tk every your InTray gas safeties that are due for renewal.

ELECTRICAL EQUIPMENT

Unless a requirement by the local authority, a landlord does not have to have an electrical certificate in place.
But if anything goes wrong with the electrics any invgaion will refer to the most up to date electrical
regulation.

PAT testing (Portable Appliance Testing) should be encouraged and charged for, and this is normally charge by
per appliance or for the whole property. As an agent you could receive refegalffom an electrician for
instructing the works.

You will be surprised the number of appliances that will fail the test.
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FURNITURE & FURNISES5 FIRE SAFETY REEQUONS

G All landlords should be aware of and comply with these Regulations and shoulthdbe aware by
YSIya 2F | [FTYyRt2NR DdzZARS FyR [SliYOapO2YQa [ YyRf 2N
U By agreeing to the Landlord Instruction, landlords are confirming that furniture supplied for the
tenancy does comply with regulations.
U If there is any doubt as to the compliem of any furniture present, the landlord should replace any
item which does not comply.
0 The only way to prove that the furniture meets the regulations (apart from testing for electrical items)
is for the Landlord to provide an invoice proving the item waschased after 1993.
U The landlord can not sell the furniture to the tenant to overcome the regulations

HMO LICENSING

FULL LEGAL DEFINNIOF HMO

As defined in ss.254 to 259 of the Housing Act 2004] a HMO is a building, or part of a building, sfiat) as a
that:

U is occupied by more than one household and where the occupants share, lack or must leave the front
door to use an amenity, such as a bathroom, toilet or cooking facilities

U is occupied by more than one household in a converted building whetealh the flats are self
contained (whether or not some amenities are shared or lacking) where the definition of being self
contained is where all amenities such as kitchen, bathroom and WC are behind the entrance door to
the flat

U is a converted block ofelfcontained flats, but does not meet as a minimum standard the
requirements of the 1991 Building Regulations, and less than two thirds of flats are owner occupied

U the households must occupy the building as their only or main residence and rent mpayable in
NBaLlSOod 2F G tSrad 2yS 2F GKS K2dzaSK2f RQa 2 O00dzLJ

U generally a household is a family (including cohabiting couples and same sex couples) or other
relationships, such as fostering, carers and domestic staff. It includesspasinties and uncles and
steprelatives. Each unrelated tenant sharing a property will be a single household

U properties which are shared by two individuals are exempt from the HMO definition as are those with
a resident landlord with no more than twodgers

U a selfcontained unit is one which has inside it a kitchen (or cooking area), bathroom and toilet for the
exclusive use of the household living in the unit. If the occupiers needs to leave the unit to gain access
to any one of these amenities thehe unit is not seltontained.
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HMO MANAGEMENWIUSTS

c:

The following conditions must apply to every licence:

a valid current gas safety record, which is renewed annually, must be provided (for properties that
have gas)

proof that all electrical applianseand furniture are kept in a safe condition

proof that all smoke alarms and emergency lights are correctly positioned and installed

each occupier must have a written statement of the terms on which they occupy the property. This
may be, but does not havto be, a tenancy agreement.

The local authority may also apply other conditions of their own which may include any of the following:

c:

restrictions or prohibitions on the use of parts of the HMO by occupants

action necessary to deal with the behaviodromcupants or visitors

ensuring the condition of the property, its contents, such as furniture and all facilities and amenities
(e.g. bathroom and toilets) are in good working order and to carry out specified works or repairs
within certain time limits

a requirement that the responsible person attends an approved training course in relation to any
approved

code of practice.

DUTIES UPON THE MABNER OF AN HMO

The Management of Houses in Multiple Occupation (England) Regulations 2006 place the falloiesg
upon the manager of a house in multiple occupation (HMO). Failure to comply with the regulations is a
criminal offence. This section highlights some of the key duties in the Regulations:

Duty to provide information to occupiers

i

The name, addressnd telephone number of the manager must be provided to each household in the
HMO, and the same information must be clearly displayed in a prominent position in the HMO (in the
common parts of the HMO).

DUTY TO TAKE SAFEMBASURES

i
i
i

Means of escape from &rmust be kept free of obstruction and kept in good order and repair

Fire fighting equipment, emergency lighting and alarms must be kept in good working order

All reasonable steps must be taken to protect occupiers from injury with regard to the ddsiga o
HMO, its structural condition and the total number of occupiers. In particular, any unsafe roof or
balcony must be made safe or all reasonable measures taken to prevent access to them. Safeguards
must be provided to protect occupiers with windows lwiills at or near floor level in HMOs of more
than four occupants, notices indicating the location of means of escape from fire must be displayed so
they are clearly visible to all occupiers.
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DUTY TO MAINTAIN WTTIES

Water supply and drainage these ntulse maintained in proper working ordernamely in good repair and
clean condition. Specifically, storage tanks must be effectively covered to prevent contamination of water, and
pipes should be protected from frost damage.

Duty to supply and maintain geand electricity these should not be unreasonably interrupted by the landlord
or manager all fixed electrical installations must be inspected and tested by a qualified engineer at least once
every 5 years and a results certificate obtained the latestggdisty record and electrical safety test results
must be provided to the council within 7 days of the council making a written request for such.Duty to
maintain common parts, fixtures, fittings and appliances all common parts must be kept clean, safed in g
decorative repair and working order and free from obstruction. In particular, handrails and banisters must be
provided and kept in good order, any stair coverings securely fixed, windows and other means of ventilation
kept in good repair and adequatiglht fittings available at all times for every occupier to use gardens, yards,
outbuildings, boundary walls/fences, gates, etc., which are part of the HMO should be safe, maintained in
good repair, kept clean and present no danger to occupiers/visitorspantyof the HMO which is not in use
(including areas giving access to it) should be kept reasonably clean and free from refuse and litter.

DUTY TOMAINTAIN ACCOMMODAN

The internal structure, fixtures and fittings, including windows and other meawsrdflation, of each room
should be kept clean, in good repair and in working order. Each room and all supplied furniture should be in a
Ot SIy O2yRAGAZ2Y |G GKS 0S3IAyyAy3a 2F (KS (SylryidiqQa 200d

Duty to provide waste disposal facilities no litter shobtdallowed to accumulate, except for that stored in
bins provided in adequate numbers for the requirements of the occupiers. Arrangements need to be made for
NBE3dzZf F NJ RAaLlalt 2F tAGGSNI YR NBFdzaS KI GAy3a NBIFNR

HMO REGUATIONS ALSO STIPUEAENANTS

U Cannot to anything obstruct the manager in the performance of their duties.

U Must allow the manager access to the accommodation at all reasonable times for the purpose of
carrying out their duties.

U Must provide information tothe manager which would be reasonably expected to enable them to
carry out their duties.

U Must act reasonably to avoid causing damage to anything the manager is under a duty to supply,
maintain or repair

U Must store and dispose of litter/refuse as directddust comply with reasonable instructions of the
manager as regards to any fire escape, fire prevention measures and fire equipment.

U If an occupier breaches their duties under the Regulations the landlord may seek possession and take
legal action againshie tenant.. Additionally the local authority may prosecuted the tenant (maximum
fine of £5000.)
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FAILING TGIAVE A LICENCE FORMO IS CRIMINAL ORREE

If you or the person in control of the property fails to apply for a licence for a licensable pyopeetilows a
property to be occupied by more people than are permitted under the licence. A fine of up to £20,000 may be
imposed. In addition, breaking any of the licence conditions can result in fines of up to £5,000. Note also, that
no section 21 noticenay be given in relation to a shelbld tenancy of a part of an unlicensed HMO so long as

it remains such an HMO. This means that unlicensed HMO landlords will be unable to evict their tenants by the
notice-only section 21 procedure.

If an occupier/tenahbreaches their duties under the Regulations the landlord s®gkpossession andake
legal action against the tenanfAdditionallythe local authority may prosecuted the tenafmhaximum fine of
£5000.)

ENERGY PERFORMANERTFICATES (EPC)
IMPROVINGNERGY EFFICIENCY

Energy Performance Certificates (EPC) are being introduced to help improsediyy efficiency of buildings.
If you are buying or selling a home ywow need a certificate by law.

By October 2008 all buildings, whenever they are build ®r rented out, will require one. The EPC provides
‘A’ to 'G’ ratings for the building, with ‘A" being the most energy efficient and 'G' being the leastthsith
average to date being 'D'.

Accredited energy assessors produce @ Rbngside an assocat report which suggests improvements to
make abuilding more energy efficient.

ENERGY PERFORMANEERTCFICATES FOR HSME

The Energy Performance Certificate (EPC) gives home owners, tenants and buyers information on the energy
efficiency of their propertylt gives the building a standard energy and carbon emission efficiency grade from
Wi Q (2 WDQI 4gKSNB W' Q Aa GKS

Energy Efficiency Rating being D/E.

Current | Potential

Viery energy efficient - Giver ranning cosis
2100 A

{12} B Example of energy efficiency rating graph for homes
(63-80) @ e 73
(s5-69) D)

(38-54) E

Not energy efficien - Higher running costs

WHAT ELSE DOES THRUOFICATE DO?
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EPCs & measured using the same calculations for all homes, so you can compare the energy efficiency of
different properties.

Part of the EPC is a recommendation report which will list the potential rating that your home could achieve, if
you made changes. Theport lists improvements that you could carry out and how this would change the
energy and carbon emission rating of the property.

You can use this information to:

0 cutyour fuel bills
0 improve eergy performance in your home
U help cut carbon emissions

DOES ¥ERYONE NEED AN EPC?

The EPC is required by law when a building is constructed, sold or put up for rent.

U  So you will only need a certificate if you are:

U ahomeownerg all sellers of homes need to ensure that they provide a Home Information Pack which
includes an EPC for potential buyers

U abuilderc an EPC needs to be provided to buyers of newly built properties from 6 April 2008

U alandlordg you will need to provide an EPC which will be valid for ten years, to prospective tenants,
the first time you let ore-let your property after 1 October 2008

Even if you do not fall into the above category, you can still apply for and receive an EPC.
WILL EP® BE NEEDED ACROIBE UK?
EP@ only apply to England and Wales. Northern Ireland and Scotland are produgiingvtin regulations.

HOW DO YOU GET ANCEP

9t/ a Oly 2yté& 0SS LINBRdzZOSR a4 F NBadz G4 2F + &adz2NBSe oé
to collect standard information on the property including its size, how it is constructed and itsdtet and
heating systems. The information is then fed into a government approved software programme which

produces the EPC.
HOW MUCH WILL IT CI’S

The price of an EPC is set by the accredited organisations which issue them. When you obtain a Home
Information Pack, then the overall cost should include that of an EPC. If you apply for an EPC on its own then
the cost for an average house is approximately £100.
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HOW LONG WILL IT TAKO GET ONE?

Obtaining an EPC for an average sized home is likely to talsathe time as that for a house valuation report
which has to be prepared when a property is put up for sale. The exact time will vary from property to

property.
MAKING IMPROVEMENTS

The recommendation report will give you information about:

0 suggested improwaents (sub as fitting loft insulation)
U the approximate cost
U possible cost savings per year if the improvements are made

You do not have to act on the recommendations contained in the recommendation report. However, if you do
decide to do so, then it coulthake your property more attractive for sale or rent by making it more energy
efficient. You will also contribute to cutting carbon emissions.
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TENANCY AGREEMENTAND RUNNING

MOVING IN

|STEP EFINAL CHECK 1

Always welcome your tenants to the prapye and confirm that everything is fine. Starting off on the bad foot
with your tenants will almost make the whole tenancy period very difficult. You can send your tenants a
welcome letter and copy on the inventory when they move in.

0 Never allow anyon@ccess to the property until they and you have signed the Tenancy Agreement,
your feesare paid, rents paid or Standing Orders set up, and bond deposit have been cleared.

|STEP 2 FINAL CHECK 2

Confirm or be absolutely confident that the Landlord is awaré accepts that the tenants can move in.

|STEP 3 FINAL CHECK 3

Confirm that the property is ready to be moved into. That cleaning is done, furniture (especially beds) is in
place, meters and utility supplies are working, and that the wish list items agretite tenancy have been
completed.

|STEP 4 KEYS

Allow the tenants to collect the keys and move into the property.

|STEP 5 UTILITY COMIPRS

On Letmc.com ensure that the utility supplier is set up then send letters to the utility companies confirming
therSs G(SylyGaQ RSGIAfAOD

STEP 6 EMERGENCY WITHNANCE

Confirm with the tenants what happens with emergency maintenance and lock outs after hours. With
properties that have individual room locks, a good idea is to suggest the tenants get extra room keys cut and
put them in a jar and hide in the kitchen. That will save you an emergency call out in the middle of the night to
let a tenant in.

STEP 8 ADVERTISINGARD S

Arrange for the Board to be removed from the property.
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STEP 9 FILE YOUR PRWORK.

Landlord Apraisal Form.

Landlord Gas Safety Record (Certificate).

Electrical Safety Check Certificate (if required).
Copy of signed Tenancy Agreement.

Copy of Letter of Guarantee/Indemnity as applicable
Signed Inventory.

et et e et B e e

Create files by year and break them down asdlord appraisal form, tenancies, inventories, certificate files.
For non managed properties, you will file the paperwork but in some cases the landlord will require the
original Tenancy Agreement.

OPENING INVENTORYDAGBHECK IN

An inventory is a schedribf the contents and the current condition of the property, and should always be
made available at the start of the tenancy.

Inventories

Create New or Post | Home> Lettings> Inventory and Inspections Opening Inventory

With managed properties it is ssntial to have an inventory, without one you do not have a record to refer to
in the event of a dispute. With properties that you do not manage it can be an additional servicégmoanal
charge for this can be stipulated in the Instruction

An inventory can be carried out by the tenants, landlordgency staff outsourced inventory clerk,
maintenance contractors, part time staff, or a combination. For example thdldesh and tenant carry out
their own inventory, and then you check for the diffeicss.

Inventory Options

. Outsourced Inventory Clerk or maintenance contractor carries out the inventory. Cop
Option One
sent to Landlord and Tenant to agree.
Option Two Landlord carries out the inventory and supplies you with a copy. Copy then s€ahtmt
to agree
Option Three Tenant carries out the inventory and supplies you with a copy. Copy then sent to lan
to agree
. You and your team visit the property and carry out the inventory. Copies sent to Lang
Option Four
and Tenant to agree.

U The average time for an inventory can take 1 hour, if you manage just 50 houses that can take a
member of your staff 10 days. This is time consuming and expensive, and where possible charge for
an inventory or ask the tenant to check.

U Tenant often will spnd more time and be more accurate than a member of staff

U Always try and get the tenant to sign and acknowledge that they are happy with the inventory.
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CHECKING TENANTS IN

STEP 1 METER READBNG

Take the meter readings and enter on Letmc.com.

Meter Readngs

Record Meter Readings | Home> Lettings> Inventory and Inspections Meter Readings

STEP 2 KEYS

Record the number dfets of keys given to tenant.

Keys

Record Keys | Home> Lettings> Property>Manage Keys by Property

STEP &AS SAFETY CERTIFECA

Gonfirm that the current Gas Safety Certificate is in place and up to date.

Gas Safety

Home> Reports> Lettings Reports Gas at Property
Check and Record Gas Safety Home> Maintenance>Maintenance Certificates Add Maintenance
Certificate

STEP 4ANVENTORY

Update the inventory if there are any amendments on the Letmc.com, and a note added to the tenants note
section.
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RENEWAL OF TENANGYREEMENT

A void period betweetenancies is one of the biggest reasons a Landlord might leave you, sopeistive to
keep on top of renewing tenancies. Before the tenants leave you should confirm atieastonths before
the end of the tenancy whether they are leaving.

However at the same time BE AWARE not to get the tenant out if the landlord wardstioue the tenancy,
and maintain his income. The objective should be to ensure that the landlord's wishes are complied with,
maximum rent is achieved and optimum use made of aamarketing/reletting period.

Remember, no renihcome =no monthly managemnt feeincomefor you.

STEP TENANCIES ENDING

i Every month check what tenancies are coming to the end within three months.

Tenancies Ending
Check Tenancies Ending | Home> Reports>Tenancy Reports Tenancies Ending

STEP ZONFIRM NEW TENANCY
U Confirm wih the landlordwhether they want the tenant to resign.

U  Confirm with the tenants whether theyant to stay.

STEP 3 CREATE NEWANCY

If both agree then just renew the tenancy

Create New Tenancy
Home> Lettings> Instructions and Terneies>Renew EXxisting
Tenancy

Renewing the Tenancy

U Remember to check your records regarding Gas Safety Certificates before resigning a tenancy.

STEP 4 RENEWAL CHERG

U Charge your clients for resigning a tenancy.

Renewal Charge Options
Option One Charge the landlord a nomihfee for resigning the tenancy.
Option Two Charge the tenants a nominal fee for resigning the tenancy.
Option Three Charge both a nominal fee.
Option Four Charge nothingGoodwill gesture

Resigning tenancies is quick and easy, but still takes timecastd. Its good practice to encourage resigning
as it continues your monthly management fee, and you should charge something.
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ENDING A TENANCY AEHRMENT

Usually carried out three months before the tenancy expiry date:
Check with the landlord what he ohe would like to do.

Some agents will just renew a tenancy without confirming with the landlord this will probably have been set
out in their terms and the onus will be on the landlord to instruct the ending of the tenancy.

Ending Tenancies

Thelandlords will allow the tenancy to become a statutory periodic tenancy (a mont

SRISIOL month tenancy). Ithis is the caseo not enter an end date on Letmc.com.

End the current tenancy by issuing a Section 21 notice. An end date must be eate
Option Two LetMC.com The current tenants may stay on at the property by renewing the tenan
new tenants can be found.

The preferred option i®ption 2, as you can collect tenancy renevealnew tenancyfees from the Landlord
and Tenants. It also gives thandlordsome suretythat he has Tenants in place for another set period.

ENDING A TENANCY AERIENT EARLY

Sometimes tenants want to end the tenancy early, due to various reasons from break ups, job loss, and fall out
with other tenants, or a breakdown oélations between landlord/agent. It is important to remind the tenant

that they are still responsible for all obligations under the terms of the Tenancy Agreement, including rent and
utility bills until the tenancy is replaced with a new tenancy, or thpigy date of the tenancy is reached.

STEP 1 CONFIRMATIBRIOM LANDLORD

U Confirm with the landlord whether the tenant can end the agreement early, or find a replacement
tenant or tenancy. The landlord has the right not to agree.

|STEP 2 CONFIRMATIBROMTENANT

U  Ask for confirmation in writing from the tenant, do not accept verbal instructions.

| STEP 3 REDVERTISE

U Readvertise the property and suggest that the tenafgotries to find a replacement.

|STEP 4

U Once the new tenancy is signed, retrieve the dancy back (both from landlordnd tenant) and
file it away.The new tenancy allows the outgoing tenant to b&eesed from their obligations.

U When a tenant wants to end the Tenancy early, it should be looked upon as a positive move. This
allows you tacharge new administration fees and landlord fees if you sign a new tenancy.
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SHARER LEAVING EARLY

CKS a22Ayid FyYR aAS@OSNIt fAFoAfAGRE GAUGKAY (GKS ¢Sylyoe
they give notice for all the tenants. # good practice toenew tenancyif this is the case.

NATURAL END OF A ARICY AGREEMENT
Where it is agreed that a tenancy will not be renewed or extended beyond the original expiry date, the Section
21 Notice should be served two months before the exgmye. The Letmc.com will send this out if there is an

end date in the tenancy.

CLOSING INVENTORYDABHECK OUT

STEP INVENTORMSPECTION

When the tenancy ends you should arrange for closing inventory/inspections.

Closing Inventories and Inspections

Clasing Inspection | Home> Lettings> Inventory and Inspections Closing Inspection

U Carry out inspection anplost to Landlord and tenant fagreement

U Closing inventories/inspection should not be left to just the tenants, but should include a staff
member, ¢erk, maintenance contractor or the landlord.

U You can carry out and charge non managed landlord for closing inventories/inspections as a one off
service.

| STEP 2NVENTORY

U Compare the opening inventory to the current condition of the property and note tfierdnces.

|STEP 3 KEYS

U Collect all keys.

|STEP DLAMAGES/DEDUCTIONS

U Confirm a schedule of damages or cleaning and liaise with the landlord and tenant to reach an
agreement.

Bond Deductions

Deductions | Home> Lettings> Inventory and Inspectiorns Deposit Management

U In bond deposit disputes, thd parties can sometimes help.

U Local Council Housing Advice Centres can sometimes be your third party/complaints department.
They can make impartial third party recommendations.
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STEP RETURN BOND

0 Once all deductins have been applied you can close the tenancy on the Letmc.com, and any balance
left of the tenants bond deposit will be returned.

DISAGREEMENTS

We recommend that you take a balanced and fair approach when dealing with disagreements. Both a landlord
andtenantmaybe unreasonable.

Disagreement Options
. Get tenant and landlord to deal directly with each other by letters detailing their case
Option One claim.
Option Two The agent makes the final decision and both parties have to accept the decision.
Option Three Use any local Bond Deposit scheme.
Option Four Use the Tenancy Deposit Scheme (www.tds.gb.com).
Option Five Liaise directly between both landlord and tenant until an agreement is reached.

U  With non managed properties, it is best not to gevolved, because you have not had control over
the management. We suggest you advise both tenant and landlord on what is appropriate when it
comes to deduction. Unless you wish to offer this service and charge the Landlord for mediation.

RETURN THE BODNDEPOSIT.

U Make a payment to the tenant

Bond Repayment
Home> Accounting> Payments and DepositsMake a Cheque Paymeiiteople in
Credit
Repayment or
Home> Accounting>Payments and DepositsMake an OnlinePaymentPeople in
Credit
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MANAGING PROPERES

SAFETY REGULATIONS

The property manager should arrange to halkgas and electrical safety certificatearried out and with
licensed properties there may be a need for certificates and records for fire alarms and extinguishers.

GAS LEAKS

If a tenant phones to report a gas leak you should instruct them:

Do not switch any lights or electrical appliances on or off.

Open windows to ventilate the property if smell of gas inside.

Check that the gas cooker or appliance is switched off.

Go to the ga meter and switch handle off 90 degrees from the original position.
Phone TRANSCO on 0800 111 999 (they will come round to switch off the gas).
Enter a note under the Tenant's note sectieecording your conversation.

Enter a maintenance job and instrugbur gas engineer to go the property immediately.

[ et et et et et AN et e

REPORTING MAINTENANRROBLEMS

STEP RECORDING MAINTENANC
When a tenanteports a repair request, always
U Record the details on Letmc.com.
U Contactors charge for their time, so it is important that you getmission from a landlord and have
enough funds to cover the cost.
U If you do not hold enough funds, then get the landlord to send payment.

Maintenance
Recording | Home>Maintenance>Maintenance Jobs Add Job

STEP PREFERENCES

Check what maintenangereferences you have agreed with the landlord. Some landlords allow you to carry on
without need to confirm, others want full control.

Maintenance Preferences
Recording | Home>Maintenance>Maintenance Preferences

STEP TONTRACTOR

U Inform your contractothat there is a maintenance job
U Printthem a maintenance job sheet.
U To print the jobs use the print option on the menu bar.
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Maintenance Preferences
Recording | Home>Maintenance>Maintenance Jobs Manage All Jobs

0 It is always good practice to keepet tenants informed of what is happening with the maintenance
request. By using the texting system you can send a very quick update, this will reduce tenants
phoning you to find out what is happening.

STEP ACCESS FOR CONTRALCTO

Issue contractowith keys and always sign the keys out on the Letmc.com, they should not be allowed to keep
keys overnight other than in very special situations.

Issuing Keys
Log Key Movement | Home> Lettings> Property>Manage Keys by Property

|STEP £OMPLETION

Once completd, change the status of the maintenance job to complete on the Letmc.com.

|STEP 6NVENTORY AMENDMENTS

If required, amend the inventory to reflect the maintenance works or if you have replaced a new piece of
furniture.

|STEP 7 INVOICINNGAINTENANCE JOB

Whenthe job has been completed an invoice is issued by the contractor, (with the name of the client on the
invoice) apply the invoice to the Letmc.com. First transfer the funds from the landlord to contractor and then
pay the contractor. Multiple invoices lbe collected and paid in one combined sum.

Invoicing
Apply a Maintenance Invoice Home>Maintenance>Make a Maintenance Deduction
Home> Accounting>Payments and DepositsMake a Cheque
Payment, click on People in Credit and se{@ontractor
Pay a Contractor or
Home> Accounting> Payments and DepositsMake an Online
Payment, click on People in Credit and select Contractor

SERVICE CONTRACTHRANTEES

When a new property is taken on, the landlord should check to see if there are any guarantsessice
contracts for the property. If there are, then a system should be set up to check when contracts/guarantees
expire for renewals etc. These guarantees or service contracts should be recorded as a maintenance
preference on Letmc.com.

MaintenancePreferences

Recording Home> Maintenance>Maintenance Preferences
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MID TENANCY PROPERTHTS AND INTERINSIPECTIONS

Carrying out quarterly or monthly inspections is often expected by landlords as part of the management
service, checking on the cdition and cleanliness. Some agents charge for inspections and will employ a full

time inspections manager. Before deciding on whether your company will carry out inspections for a landlord,

we suggest you first decide whtte purpose of the inspectiois. Is it a condition check, a cleanliness check,

and inventory check or a combination? If you intend to insist that tenants keep a property clean, then we
ddz33Sald e2dz KIF @S 3I22R AYF2NNI (A 2y aEf@d NGtth &@overSpl yia 2y
harassment, there can sometimes be a fine line between asking a tenant to keep a property clean and an

agent telling a tenant what to do.

Logging/Recording Inspections

Inspections | Home> Lettings> Inventory and InspectionsInterim Inspections

U Charge for inspections, landlords that want inspections will pay for the service. But remember, if you
offer inspection services you have to visit all of your managed properties on a regular basis.

U  You will need to keep a record on the Letmc.com reminskection listing the managed properties
that you wish to carry out inspections for. Inspections that are set up will appear in your In tray.

U We recommend you create and have in place a policy for landlords on items missed with an
inspection. If a piecefdurniture was missing and not picked up on an inspectigstablishwho
would be responsible. We strongly advise you to have clauses and policies explaining that you do not
guarantee the replacement of damaged or missing items.

CLOSING INSPECTIONS
Whena tenancy comes to the end and the tenants are going to move out of a property, then is it essential to

carry out a closing inspection. You should confirm the cleanliness of the property, damages, and missing
items.

Closing Inspections

Recording Inspecatins | Home> Lettings>Inventory and Inspections Closing Inspection

Closing Inspections and Bond deposit criteria will depend on the level of confirmation you will we require for a
bond deposit to be returned. The criteria can include;

0  Allrent paid.

0 Utility bills paid.

U Keys have been returned.

U  Council Tax bill paid or student exception confirmed.

U The costs for damages, missing items and cleaning have been confirmed.

¢tKS&aS ONARGSNRLI OFy 06S NBO2NRSR dzyRSNJ G6KS Syl yiQa yz2i

Notes

Recording Notes | Home> Office>Notes>Manage People Notes

RESIDENTIAL LETTINGS OPERATIONAL MANUAL
© LETMC.com 2008

COMMERCIAL INFORMATION IN CONFIDENCE

Page | 46



TENANCY DEPOSIT SMBEE

WHAT ARE TENANCY OEPf SCHEMES?

There are two types of tenancy deposit protection scheme available for landlords and letting agents
(insurancebased schemesmal custodial schemes). All schemes provide a free dispute resolution service.

Tenancy deposit law was introduced on 6th April 2007 and provides protection for tenants by preventing
landlords and letting agents from unfairly withholding a deposit. The sehprotects all Assured Shorthold

Tenancies in England and Wales (covering most tenancies since 1987).&8 2dz I N6 y 24 LINRGSOU
deposit you will be ordered to repay three times the amount to the tenant so find out how you can protect

deposits an resolve disputes.

When a landlord or letting agent takes a deposit from a tenant, the deposit must be protected in a
governmentauthorised tenancy deposit scheme.

This new rule applies if the tenancy is an assured shorthold tenancy.
The schemes:

i allow tenants to get all or part atheir deposit back whethey are entitled to it
make any disputes easier to resolve
U encourage tenants and landlords to make a clear agreement from the start ocotidition of the

property

c:

Insurancebased schemes

U the tenant pag the deposit to the landlord
U the landlord retains the deposit and pays a premium to the insuréne key difference to the
custodial scheme

Within 14 days of receiving a deposit
The landlord or agent must give the tenant the details about how their démsoprotected including:

the contact details of the tenancy deposit scheme selected

GKS tFyRft2NR 2NJ I 3SyidQa O2yidal Oid RSGEFAT A
how to apply for the release of the deposit

information explaining the purpose of the deposit

what to do if there is a dispute abbthe deposit

cC: o

At the end of the tenancy:

U if an agreement is reached about how the deposit should be divided, the landlord or agent returns all
or some of the deposit
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U if there is a dispute, the landlord must hand over the disputed amount to the schensafekeeping
until the dispute is resolved

U if for any reason the landlord fails to comply, the insurance arrangements will ensure the return of
the deposit to the tenant if they are entitled to it

Custodial schemes

U the tenant pays the deposit to the landlbior agent
U the landlord or agent then pays the deposit into the scheme

Who runs the tenancy deposit protection schemes?

The Government has awarded contracts to three companies to run tenancy deposit protection schemes.

The Deposit Protection Service (The)

The DPS the only custodial deposit protection scheme, is free to use and open to all Landlords and Letting
Agents. The service is funded entirely from the interest earned from deposits held. Landlords and Letting
Agents will be able to register amdake transactions online. Paper forms will also be available should internet

access be an issue. The scheme will be supported by a dedicated call centre and an independent dispute
resolution service.

Tenancy Deposit Solutions Ltd (TDSL)
TDSL is a partnerigh between the National Landlords Association and Hamilton Fraser Insurance. This
insurancebased tenancy deposit protection scheme enables landlords, either directly or through agents, to
hold deposits. Letting agents can also join the scheme.
The Tenancipeposit Scheme (TDS)
TDS is an insurandmcked deposit protection and dispute resolution scheme run by The Dispute Service that
builds on a scheme established in 2003 to provide dispute resolution and complaints handling for the lettings
industry. The n& scheme enables letting agents and landlords to hold deposits.
Why protect deposits?
Deposits are protected to ensure:

U tenants get all or part of their deposit back, when they are entitled to it

U any disputes between tenants and landlords or agents wiltdxger to resolve

U tenants are encouraged to look after the property they are renting
Resolving disputes

U If a dispute occurs and no agreements can be reached about how much of the deposit should be

returned, there will be a free service, offered by the egte protecting the deposit to help resolve
any disputeg; the Alternative Dispute Resolution (ADR) service.
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What happens if there is a dispute?

U When a dispute occurs, and if landlord and tenant both agree to use the service to resolve disputes
offered bytheir scheme provider, they are agreeing to be bound by its decision.

For more information on Deposit schemes go to: http://www.direct.gov.uk/en/TenancyDeposit/index.htm

BOND DEDUCTIONS

The bond deposit criteria depends on the service you wish to offeeXample some agents only require rent
paid and key returns, another would also include the cost of damage/cleaning. Other agents require proof
that utility bills have been paid. The more items you require to return a bond deposit, the more admiarstrat
you will be required to carry out.

Do not take on the payment of bills; place the onus on the tenants to prove they have paid all bills.

Return a bond deposit as fast as possible. If there are deductions, make them and return the difference. If a
landlord and tenant dispute the deductiobefore arbitrationsuggest they resolve the issue directly with each
other.

Bond Deposit Deduction

Bond Deduction Home> Lettings> Inventory and Inspections Deposit Management
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ACCOUNTING

ACCOUNTS REBWSIBILITIES

As an agent you are responsible for the collection of rent, invoicing, paying for landlord purchases and paying
the landlord.
This includes.

wSO2yOAfAy3d (KS Ot ASyidQa | O02dzyiia oYF{Ay3a adiNB (K
Sending out invoices.

Pay landlordsnoney owed, tenants bond deposits and contractors invoices.

Transferring your monthly fees.

| - et et ey

We recommend you do not use your funds or client funds to pay for landlord purchases. Always get the
landlord to pay upfront for purchases if there is not enought to cover the purchase.

145422 68 NBO2YYSYR &2dz R2 y2G 380 Ay@g2t 9SR Ay |+ 1 yRE

It is important to collect landlorienants/contractors bank details and input them on Letmc.com at the start
of each new tenancy.

Bank Details
Landbrd Bank Details Home> Lettings> Landlords> Modify Landlord Details
Tenant Bank Details Home> Lettings> Tenants> Modify Tenant Details
Contractor Bank Details Home> Maintenance> Contractors> Modify Contractor Details

Pay people by internet baiky 3 ® LGQa al¥SNJ YR ljdzAO1SNE |yR gAGK O
twice and it take a large amount of time to issue one cheque compared to one internet banking transaction.

It is very important to be aware of the difference between theylie | OO2dzyia | yR &2 dzNJ | 3¢
I 002dzyiaz IyR (2 yS@OSNI YAE (NlyalOiAazya o6SiG6SSy (KS i
Keep them separate so you can cleanly reconcile the clients account at the end of a financial year. Your
acountant and the Inland Revenue will require reconciled accounts. Also, membership to a professional
organisation like ARLA will require such accountancy practices.

High profile failures like Enron have chadgbe liability issues for Letting Agents, fagito run a client
properly can result in a direct claim from the owner or directoris¥orth checking with your accountant.

ACCOUNTS QUERIES

When a Landlord or Tenant has an enquiry always refer to Letmc.com system. By keeping to one record there
is kess likely to be an error, and you will be able to respond to queries quidké/the quick view to facilitate
this process.

Quick View
Landlord Accounts Quick View/ select Landlord
Tenant Account Quick View/ Select Tenant
To view Detailed accounts Home > Accounting> View Account Activity View a Person's Accounts
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OVERSEAS LANDLORDS

Where the Landlord is or appears to be resident oversi@,3 A & G SNJ G KA & A gnsurekifttfel y Rt 2 NR
1 3Sy0eQa 20f Al GA2Yya ¢ A dhkandNER AppreRiateiNRL formEareligdied t@©tey LI A S R
Landlord for completion. For further information, select help on the Letmc.com when in the Landlord record.

Overseas Landlords
| Home> Lettings>Landlords> Modify Landlord Details (tick NRL Applies)

Always register an overseas Landlord with NRL. If you pay rent to a Landlord who does not declare and pay
tax, then you as the Agent could be liable to pay that tax. Always speak with the Inland Revenue if you are not
sure.

SERVICES AND BEE

When you advertise a property you should always confirm the service it is covered by, this could be
broken down to:

|TENANT FINRDET ONLY

This involves marketing of the property only, no rent collection or property management.

|RENT ONLY

This involves marketing of the property rent collection but no property management.

| FULLY MANAGED

In fully managed all aspects are covered where you market and let the property, collect the rent and
manage all maintenance and inspections of the property.

Service Types
Set a Service Type Home> Lettings> Instructions and TenanciesModify Instruction / Tenancy
Create a Service Typel Home> Control Paneb Object Types Tenancy Service Types

|FEES

You should always agree the monthly management fees with a Landlord and their propertystrofgly

recommend you keep a one rate for all policy. If you start charging different percentages for different
[FYREt2NR&as AG OFy 0S802YS || LINRotSY f1GSNI 2yd [FyRE 2NJ
not the same they will come iand demand the same rate.

Management Fees
Set Management Feesl Home> Lettings>Landlords> Landlord Management Fees

RESIDENTIAL LETTINGS OPERATIONAL MANUAL
© LETMC.com 2008

COMMERCIAL INFORMATION IN CONFIDENCE

Page | 51



Once you have let a property it is common practice to charge the Landlord a one off tenancy set ¥ipifee.

can do this using Apply chargeor set up the charge in the Instruction under auto charges.

Fees

Tenancy set up Fee | Home> Accounting> Apply Charge or RefurndApply a Charge

PAYMENTS

As the Agent you should always pay people who are in credit, which can be paid by ételbtmoking to the

Landlord, Tenant and Contractor.

Payments

Paying Creditors

| Home> Accounting> Payments and DepositsMake an Online Payment

SERVICE AND PRICIBMEDE

Service Type

Guide Charges

Let Only/Tenant Find.

50% to 100% of the first monthemt.

Rent Collection Only.

8% to 12% of the monthly rent, and 25% to 50% of months ren
each tenancy signed.

Full Managed. 10% to 15% of the monthly rent, and 25% to 50% of months re
for each tenancy signed.
Resign Fee. Charge Tenants a nominalarige of £45 to full administration

fees, and the Landlord £45 to full tenancy signing fee.

Inventory Charge.

£50 to £120 for creating an inventory.

Check In Fee.

£25 to £100*

Check Out Fee.

£25 to £100*

Administration Fee.

£50 to £120 for the first Teant and £25 to £50 per additional
Tenant. Or percentage of the total rent, for example 25%.

Reference Fee.

Included in Admin Fee or between £10.00 to £25.00 per referel

Credit Search Fee.

Included in Admin fee or £5.00 per credit search.

Arranging Ga Safety Certificate
for non managed properties.

£10 to £25 and the cost of the certificate.

Bond Deposits Deductions
Negotiation Fee.

£50 to £150*

Returned Cheque or Recalled
Standing Order Charge.

£20

PAT Testing Referral Fee

£5 to £10 per propertyrbm the contractor.

Gas Safety Referral Fee

£5 to £10 per certificate from the contractor.

Maintenance Works Referral
Fed)

5% to 10% of the works value charge to Landlord or charge to
contractor.

Service types and prices will have regional vanegio

0 *Charges are subject to your local Lettings market accepting them, always compare with local Agents
charges and services offered.
U0 UReferral Fees are charged to contractors for the Agents time and cost for arranging the works.
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CROSS SELLING ANDRHEASING INCOME OPPORTURS

It is always worth while to cross sell services torybenants and Landlords to increase your own Agencies
income. This can come in the form of;

Insurance Landlords and Tenant require insurance. Homelet offer commissions pathmper
tenant for Tenant insurance. Some Agents insist that all tenants have insurance bg
they can move in.

Letmc.com provides Homelet Tenant insurance formfited with the Tenancy
Agreement, for more information please contact Letmc.com.

Cable Virgin Mediaprovide a referral fee for orders taken for broadband, cable and
Telephone. This can be abdi25.00per order.Check with provider

Utilities Some Utility companiemay pay£25.00to Agentsif you get theLandlord and Tenant
to sign up to tleir supply.

Maintenance | Some agents charge their contractors or Landldi@®oof the maintenance works to

Charge cover admin cost arranging the works and payment.
Furniture Some agents charge their Landldi@%for arranging the delivery and fihg out of
Supplies furniture of their property.

Cross Referral| Agents can refer Tenants to other agents, and if a property is let they get a one off

of around£40.
Mortgage LCc!Qa Oly LIk e& |3Syida F2N NBTSNNhthein. 2 T
Referrals This can vary but be arourfd 00

If you sell all these products and service to your client base, for example 50 mamagses;you could earn
£9875 a year in commission.
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LANDLORD ACCOUNTS
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It isgood practice to have a smallfsgo store cheques and cash e#eed throughout the day.

Deposits

Paying Money to tle Bank | Home> Accounting> Payments and DepositsMake a Bank Deposit

Where bills and invoices have been received for repairs / charges which exceed the amount you hold for a
Landlord (Float Account), we strongly recommend you request extra funds frerhandlord and deposit the
fund into the clients account.

We recommend that all paid Landlord bills should be retained and filed alphabetically by PROPERTY address as
SOARSYOS 2F (KS RSRdzOGA2ya YIRS FNRBY (KS OtASydQa ofl

When it comesa any errors discovered within the Client Account or on any individual Landlord account try
and resolve them straight away. The longer the error is left the bigger the risk of the wrong amounts being
paid out, and the longer it is left the harder it wikktome to trace and correct.

TENANT ACCOUNTS

On signing of the tenancy agreement, the Tenant should complete and submit the StandingMardiate
the agent should post the completddandateto the respective bank. The agent should then also apply and
collect the administration fee before drafting a tenancy agreement.

If not set up in auto charges to be taken on signing you must apply a charge top the tenant for your
administration fees.

Charges

Apply a Charge Home> Accounting> Apply Charge or RefurrlApply a Charge

RENTS

The agent should chase weekly outstanding rent where applicable. You can check outstanding rent using
LetMC:

Outstanding Rents

Rent Chasing | Home> Accounting> Chase Money Tenant Money Owed Chase

When a tenant goes into rentati@ars there are a number of options to get them back on track, screaming or
threatening them is not one, but putting payment plan in place and being clear and firm is one positive way.

It is good practice to focus your agency on how much rent has beéectl, and even target yourself to
collect 90% of the rent due. By doing this you can keep up on outstanding rent, collect your fees and satisfy
Landlords in chasing outstanding rent.
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One Up to 7 days over due send a sms and ¢émainey owed alert. (on Letmc.com)

Two Up to 14 days over due send a money owed letter. (on Letmc.com)

Three One month over due give the Tenant a personal call, and inform the Landlord that thg
is out standing.

(If the Tenant provided a guarantgrou should contact the guarantor for immediate
payment).

Four Personal visit to the Tenants address. (We suggest you use contractors to make the
and charge the Tenant which the contractor would get).

Five Two months behind, invite the Tenant intioe office to explain that they are two months
behind and the Landlord now has the choice to take repossession procedures.

Six Over two months; get your Landlord to contact a solicitor and start repossession
procedures.

RENT CHASING PROCEBY

When leaving a message regagloutstanding rento S @S NE Of SI NJ I YR FANXO® C2NJ SE
Alet's, and from our records you have not paid your rent. Please contact the office0000 000000
immediately to confirm when you are going to pay (do notudelathankydz 2 NJ 322 R 06&8S0 dQ

If you are speaking to themsk if they have a credit card and offer to take payment over the phone.

Outstanding Rent Chase

Rent Chasing Letters/emails| Home> Accounting> Chase Money Tenant Money Owed Chase

Select chase method Lett&mail, select the tenant to rent chase then confirm. Letters and emails will be in
the postbag ready to authorise

CHARGING FOR LATEFRENTS

Some agents charge tenants for rent chase items and late payments, for example by applying a single one off
chargefor a letter to charging interest on days overdue. We recommend you use a balanced approach, give
the first time offenders a warning, and if you decide to recover your admin cost for chasing rent then apply a
charge.

Applying Late Payment Charges

To Appy a Charge (Late Payment) | Home> Accounting> Apply Charge or RefundApply a Charge

RESIDENTIAL LETTINGS OPERATIONAL MANUAL
© LETMC.com 2008

COMMERCIAL INFORMATION IN CONFIDENCE

Page | 55



EXAMPLE OF LATE PAYNM CHARGES

Text 20p to 50pper text, but only send one a week.
Email Free to 10p per email. Emails are effectively free, but your timetyfsiem is not.
Letter £1.50 to £20 per letter.

Phone Call | £1.00 to £20.00 per call. Calls can sometimes be long or may only result in a messag
left, often requiring another call.

Visit £20.00 to £40.00 per visit. This is expensive to arratngeel to and carry out.

0  Once your landlord informs a solicitor, stop sending your own chase letters.

U As an agent you are not a solicitor, and you should not prepare paperwork for legal action. If you get
it wrong or lose, a landlord may have good grosirtd take legal action against you to recover the
money.

Rent rebates/compensation paymenits regard to disputes against rent paymerstsould never be made or
offered without the consent of the landlord, unless you as the agent are offering a refuneérfdaces. If a
tenant pays rent and deducts a fee for a purchase like paint, we suggest you contact the tenant asking them to
pay the difference and make a separate claim for compensation or reimbursement. Never mix compensation
with rent; it can affect ent chasing and taxation for the landlord.
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RECOMMEND POLICIES

POST POLICY

Lots of tenants and landlords will write to you. Managing post and hand written notes is important. We
recommend that when a letter comes in, you record the general cdaniethe notes section on Letmc.com,
and if that letter is not too important, destroy it, there is no need to keep masses of paper files. Ifaguolle
needs to deal with the letter thethey should find all references in the Notes section

TELEPHONE PGl
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clients note as a college may have already dealt with the issue.

Notes
View Notes | Home> Office> Notes>Manage People Notes

PERSONAL SANEROLICY

If possible try and have a safe area in your office where people can go to and lock the door from the inside,
also consider panic alarms for the desk. The risk will come from an opportunist ilVleowe into the office

to sted such things aflat screen monitos. Get them tagged (wire tie to desk), but ultimately if someone does
attempt to take something, let them and claim on the insurance.

When visiting properties, make sure everyone knows where you are, take a mobile and panic alarm. |If
poss 6f ST YSSG GKS LISNBR2Y |G @2dzNJ 2FFAO0S 6S¥F2NB 3I2Ay13
something suspicious then you can make an excuse not to carry out the viewing or get someone to accompany
you. It is good practice to take a mohilember and if possible a car registration number.

CLEANING & DILAPID@N POLICY

Outlined below is a policy for calculating the cost to Tenants for returning property in an unsatisfactory
condition. The Landlord has the ultimate authority and may wisingtruct another party to cay out any
rectification work.

1. Cleaning is charged hourly.
2. Domestic waste will be charged per bag.
3. Key replacements will be charged for non return and lost keys.

4. Damage and dilapidation will follow industry ggmdctice for calculating the cost to tenants of damage and
dilapidation that exceeds reasonable wear and tear.

5 Where there is damage or dilapidation to furniture, carpets and curtains, the following example will highlight
how the deductions will be caltated. With the original cost of the item, a reduction of 10% per annum to
allow for depreciation due to wear and tear (The depreciation may vary depending on the item). The cost of
disposal and / or delivering the replacement is then added.
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For Exenple

Cost of the original item £300.

Depreciation at 10% per annum over 5 years (£150).
Cost of disposal and / or delivering replacement £40.
Final cost to Tenant £190.

cC.

6. CigaretteBurns should incur £20 charge.
7. Iron burn marks that leave a clear mavitl require the item to be replaced immediately.
SERIOUS RENT ARRERBISCY FOR LANDLORNS TENANTS

County Court Action: A simple outline
The Landlord can use the County Court to

Regain possession of the property (evict the Tenant).
To obtain gudgment that rent is due from a Tenant.

County Court action should be the very last resort to collect rent arrears. This is because

U It could take several weeks to get a hearing.

U There is a court fee of about £150 to apply for a hearing (and they’ R fsdiditdR 2€s).

U There is no guarantee that the court will ask the tenant to pagay the amount immediately.

U Just because the tenant is in arrears does not mean that the court will evict the tenant (if possession
was applied for).

U The tenant may loseespect for the property and the landlord because they may think that they now
have nothing to loose.

DAMP AND MOULD GUIDE

Damp can cause mould on walls, furniture and windows. Some damp is caused by condensation and the
following explains how condensatidarms and howyou can keep it to a minimum.

There is always moisture in the air, even if you cannot see it. When air gets colder, it cannot hold all the
moisture and tiny drops of water appear on windows and walls. This is condensation. Condensatisn occur
mainly during cold weather. It appears on cold surfaces and in places where there is litle movement of air, in
corners, on or near windows, in or behind wardrobes and capds.

1. To avoid condensation

U Produce less moisture. Cover pans and do notddeettles boiling.
U Open Windows When Cooking
U Dry Washing outdoors on a line and not on radiators

2. Ventilate to remove moisture.

Keep a small window ajar or trickle ventilator open.

Ventilate kitchens and bathrooms after cooking or showering.

Close tle kitchen and bathroom doors when these rooms are in use.

Ventilate cupboards andiardrobes;avoid putting too many things in them as this stops the air
circulating.

U  Where possible, position wardrobes and furniture against internal walls.

cC:
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3. Insulate

U Draught proof and heat your home.

U Insulation and draught proofing will help keep your home warm and will also cut fuel bills. When the
whole home is warmergondensation is less likely.

U In cold weather, keep low background heating on all day evieen there § no one at home.

U Do not draught proof rooms where there is condensation or mould.

FLEA INFESTATIONS Y

When a tenant reports a flea infestation at theirgperty we advise the following

Contact the landlord to confirm whether we can go aheachvah inspection. This may cost in the region of
£80 for the inspection and for treatment (approx). Please make a note in the landlords note section.

Gontact the tenants to confirm that the landlord has agreed for a pest control contractor to come gmetins

the flea problem. If there is a flea problem, then the contractor will treat the problem and the landlord will pay

for the treatment. If the pest control contractor finds no flea problem THEN THE TENANT MUST PAY FOR THE
INSPECTION. This will costi@ tegon of £45 for the inspection.

If the tenant agrees with calling out an inspecgtask them to email you confirming permission and once you
have received the email then order the irepiion from a contractor.

If the tenant disagrees, then suggebey wait for seven day, if the flea problem has persisted and they are
confident of an infestation, then they will have nothing to worry about, and they caepert the problem.

You should recommend to clients that they may have recently had conttittpets who have fleg and been
bitten elsewhere Are they confident that there is a flea problem? If they are wrong they will be charged the
cost of the inspection!
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EXAMPLE JOB DESCROMNI

Job TitleLetting Negotiator

Reporting ToBranch Manager

KEY TASKS:

o

[ et en-R et et e - xR e A e et N e A

Maximise sales opportunities with landlords and tenants.

Provide high level of customer service.

Determine whatApplicant are looking for.

List properties on Letmc.com quickly and accurately.

Book appointments for viewings and to manage yoiaryl for maximum viewings, convenient to the
tenant were possible.

Carry out tenant viewings.

+AaAld GKS f1yRE2NRQa LINRPLISNI& G2 OFNNE 2dzi +Fy | LI
Advi® landlord on what they should do to ensure the property is let.

Advise landlord on regulations aedisure they are met at the property.

Ensure that there are valid copies of Landlord Safety Certificates.

Attend daily sales meeting.

Complete all necessary tenancy paperwork when a tenant wishes to take on a property.
Reference checks tenants.

Negotiate with tenants and landlords to gain a wivin situation.

To handle queries on tenancies, maintenance and rent issues.

To write accurate and ufp-date notes on Letmc.com.

Along with other team members ensure that branch is kept clean and.

Any other duties tat may be requested.

Record your results and report them to your manager.

PERSON PROFILE

c:

ot et et et et et e

Must be computer literate.

Demonstrate good negotiation skills.

Possesses excellent customer service skills and has a proven track record/background within a service
industry.

I @S 3A22R tA&0SyAy3a aiAatta IyR GKS loAfAadGe (2 ARS
Ability to manage their own time effectively

Must have an excellent telephone manner.

Holds a current driving licence.

Ability to work as a team and oma initiative.

Good sense of humour.

Ability to work under pressure in a positive way during busy periods.
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NEW STAFF MEMBER TRAINING CHECK LIST

et ent- N et et e et et e

Service Visit all local competitors and report back the good and bad practices.

Service; Understandcompanyservice standards.

Market ¢Understand market condition and rents.

Company Understandcompany strategic business plan.

Softwareq¢ Complete one to one training on the Letmc.com system.
Health and Safetyg Confirm understanding of heath and safety policy.
Gas Safetg UnderstandCorgi legal requirements of gas safety.
Tenancy Law Understandtenancy law regulations and structure.
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SETTING UP A LETTINGENCY GUIDANCE

Setting up a letting agency whether from home, serviced office or a shop in not eassaight forward. It
requires careful consideration, planning and financ@tsideration.

WORKING FROM HOME SRRVICED OFFICES

In this case you are unlikely to meet landlords or tenants at your office; you are going to meet them at the
properties. Ya will need to have considered the implication of not having a shop, for example if someone
needs to collect keys or pay sement, how will this be done?

Also, without a shop presence you are going to have to work harder at branding and marketing,lymedil
to build trust with landlords and tenants for them to believe that you are a real business without a shop.

Letmc.com is a web based lettings system, so with a tablet pc and a mobile data card you can have all your
office data on hand when meetinglandlord or tenant at the property. If contracts need to be printed then
you can email them straight from the system to the clients email account.

SHOP BASED LETTING&ENCY

While a shop has clear benefits over working form home, it is expensive, andakeg Letting Agents need

to grow to a minimum size to maintain costs and your wages. So, expect to grow if you intend to operate out
of a shop.

Most agents focus their shop within the city centre, often surround by their competitors. While this seems
obvious, we are generally not a fan of these locations. We prefer more suburban locations that have easy
parking for your vehicle and for your landlords and tenants. Difficult parking can deter customers from just
popping in. Being accessible is the starbuilding relationships with customers.

The look othe agency will be down tgou;the tablehighlightsa few considerationgou should make

CONSIDERATIONS TO BE MADE WHEN SETTING UP YOUR AGENCY

1 Presentation be smart, clean and obvious. Stateymur signage that you are Letting Agents.

2 Window displayg try and get as many in your window as soon possible, and leave the shop display light on so you stand

3 Accesg be accessible to everyone, steps are not great nor are big heavy dbork.about disabled access.

4 Hotand Cold K+ @S 322R KSFiAy3d F2N) 0KS GgAYyGSNI YR AGQa ¢2NIK
productivity and aggravate customers.

5 Refreshment and entertainmeqgthave a small fridge i cold drinks, water dispenser, coffee and tea machines, nibble
sweets, If you expect someone to hand over an agency fee then make them comfortable. Customers may wait if tf
refreshments, magazines, and comfortable furniture. Also, a smaluiiMng a sports or news channel will keep the
interested whilst they wait.

6 DisplaycA Y A RS @2dzNJ 2FFAO0S KI @S RAaLX I & 2F LINRBLISNIGe RSOl
clients know where every street is.

7 First impressions. You walk into a Letting Agents, three quarters of the space is private space with desks and just a @
public space for the customer. There will be a desk for the agent to sit behind and a chair in front of the desk Bnyfhi éliq
AM1S I KSIRYF&aisSNna 2FFA0So ¢NE |YyR Ldzi lidz2 tAdGe aSlui
customers. Also, have comfortable seating that is near the door and obvious for the customer to use.

8 You will need computersor each desk, think about their securith goodinternet connection battery backup for at least on
computer, printefs)and virus protection.

9 You can use a basic telephone business system and even use your mobile. Prepare for overspilbf@liishands calls, instal
an answer machine or obtain the services of an answering service, you never know if someone is trying to call if yonet¢
lines are engaged.

10 Set a safe place for key cupboard, out of sight from the outside and theaffaie.

11 Obtain a safety deposit box or safe for when you take cash payments.
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FINANCES

Setting up a business requires funding to support overheads and wages until your income covers your costs.
This can typically take two years to attain.

MEASURING &CESS AND FAILURE

It is important to know exactly your position financially and statistically. We recommend you follow very
closely a Profit and Loss Forecast and when sales dip or expenses are exceeded, carefully consider why and
what's the alternative.

Banks like good quality and well thought out profit and loss forecasts, and its good practice to keep your bank
manager informed on how you are doing against the forecasange regular meetings with your bank

manager.

BUSINESS AIMS

Aims for Success

Rert Collected Aim to collect 90% of the rent due, by focusing on collecting rent you are keep
landlords happy and collecting your management fees.

Total Manage Houses | Managed properties are the bread and butter of your income, the more houses
you managehe more income.

New Managed Houses | To remain focused on growing the business, make sure you target new proper

each month.
Sales Measure how much money your have invoiced and received each month.
Losses Record throughout the year how many managedises you have lost through the

year. Aim to keep losses under 10%, and the measurement is a good indicatg
the business going in the wrong direction when lots of clients leave.

U Hold regular team meetingseport on the measurements of success everynthowith partners and
staff discuss what has gone well and what's not gone to plan.
0 {Si @e2dNBEStF IyR adl¥F YtLQa SIOK Y2YGK®
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END NOTE

This Letting Agents Operation Manual was prepared by Glyn Trott and Wyn Gribiithstors of the
LetMC.comand is for guidance only. Its conterdse only a guide and shoulte confirmed by your legal
representative.

We do provide a consultancy service that involves onsite setting up, support and reviews. Our current clients
include startup companies, estdished market leaders, and franchise networks. All of whom are experiencing
positive outcome and profitability from our consultancy proassIf you would like further information call

0870 870 8282 or email glyn.trott@Letmc.com

Finally, we wish youhe best of luck in setting up, launching, running and owning your own Letting Agency.

Glyn Trott ~ Wyn Griffiths
Directors
LetMC.com
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APPENDIX

SAMPLE TENANCY AGRERET

Assured Shorthold Tenancy Agreement

For letting residential dwelling house at:
20 Field View, London.

Tenancy Reference: inst-225
THIS AGREEMENT is made on the date specified below BETWEEN the Landlord and the Tenant. It is intended that the

tenancy created by this Agreement is an assured shorthold tenancy within the meaning of the Housing Act 1988, as amended
by the Housing Act 1996.

Date _ /__ [/ ( Date of Signing )
Landlord Mr. Robert

High Road

London

w1iw

Note: Any notice under Section 48 of the Landlord and Tenant Act 1987 can be served on the Landlord at the address above

Tenant

Jeff Bridges
Lidget Green
Bradford
BD7 1XX

Steve Wright
Lidget Green
Bradford
BD7 1XX

Note: If two or more persons are named above then their obligations to the Landlord shall be joint and several
Property 20 Field View, London.

Contents; The fixtures and fittings at the Property together with any furniture, carpets, curtains and other effects listed in the
Inventory.

Term For the term of 6 months, commencing on 01/09/2006.

Rent and Payment From To Total Rent

Start Tenancy End of Tenancy Monthly payment of 650.00

Deposit A deposit of 750.00 is held by the agent on behalf of the Landlord.

1. The Landlord agrees to let and the Tenant agrees to take the Property and Contents for the Term at the Rent payable above

2. The Tenantpayst he Deposit as security for the performance of the

any breach of those obligations. It is agreed that this sum shall not be transferable by the Tenant in any way and at any time
against payment of the Rent and that no interest shall be payable on this Deposit.

3. The Tenant agrees with the Landlord:

3.1 To pay the rent on the days and in the manner specified in this Agreement.

3.2 To pay and the cost of any bank or other charges incurred by the Landlord or Agent should any rent payment be
di shonoured by the Tenantds bank.

3.3 To pay interest on rent paid late calculated on a daily basis from when the Rent became due until the date of payment at
4% above The Bank of England base rate.
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3.4 To pay for the following services consumed on or supplied to the Property during the Term:-

Television Licence

Council Tax

Electricity

Gas

Telephone

Water

and not to do anything that may cause the disconnection of these services, and to pay the cost of any reconnection fees in this
event.

3.5 Not to do damage or injure the Property or make any alteration in or addition to them including decorating or fixing items to
walls without the prior written consent of the Landlord.

3.6 To deliver up the Property at the end of the Term in the same good and clean state of repair and condition as it was at the
beginning of the Term and make good or pay for the repair of or replace all such items of the Contents as shall be broken, lost,
damaged or destroyed during the tenancy (fair wear and tear and damage by accidental fire excepted).

3.7 To keep the Property in a clean and tidy condition and complete repair during the Term including communal areas, windows
and garden.

3.8 To keep the Property heated adequately in order to avoid damage by freezing conditions and to keep the property
sufficiently aired to avoid damage by condensation or similar.

3.9 To leave the Contents at the end of the tenancy in the same places in which they were positioned at the commencement of
the tenancy according to the Inventory.

3.10 Not to assign sublet or otherwise part with possession of the whole or part of the Property.

3.11 To use the Property as a single private dwelling and not to use it or any part of it for any other purpose including any illegal
or immoral purposes.

3.12 Not to do or permit or suffer to be done in or on the Property anything which may be a nuisance or annoyance to the
Landlord or the tenants or occupiers of any adjoining property or which may void any insurance of the Property or cause the
premiums to increase.

3.13 To permit the Landlord or the Landlordbés agents upon reason
emergency) to enter the Property to view the state and condition or carry out works of maintenance or repair.

3.14 To permit the Landlord or the Landlordds agents wupon reason
Property with Applicants, purchases, surveyors or local authority officers.

3.15 Not to keep any animalsorbirdson t he Property without the Landlordds written cc
3.16 Not to alter or change or install any locks in or about the Property without the prior written consent of the Landlord and to
inform the Landlord of any alteration is made to the code of any burglar or fire alarm.

3.17 To fasten all locks to all doors and windows and activate any burglar alarm whenever the Property is left unattended.

3.18 To forward any mail or official notice addressed to the Landlord or his agent within 7 days.

3.19 To notify the Landlord if the Tenant intends to leave the Property vacant for a period in excess of 28 consecutive days.

3.20 To give the Landlord at | east one monthds notice imf writing
the term certain.

3.21 To give the Landlord at | east one monthés notice ihe writing
tenant provide |l ess than one monthoés notice the Landlord reserves

3.22 To return all keys for the Property to the Landlord or his agent on the last day of the tenancy and to provide forwarding
addresses for all vacating tenants.

4. The Landlord agrees with the Tenant as follows:

4.1 To pay for all assessments and outgoings in respect of the Property (other than those mentioned in 3.4 above) and keep in
repair the structure and exterior of the Property and to keep in good repair and proper working order the installations for the
supply of water, gas and electricity and the installation in the Property for space heating or heating water as required by Section
11 of the Landlord and Tenant Act 1985.

4.2 That the Tenant paying the Rent and performing the agreements on the part of the Tenant may quietly possess and enjoy
the Property during the Term without any unlawful interruption from the Landlord or his agent.

4.3 To pay for the following services consumed on or supplied to the Property during the Term:

None

5. The Landlord and the Tenant agree:

5.1 Notice is hereby given that possession might be recovered under Ground 1, Schedule 2 of the Housing Act 1988 if
applicable. That is, that the Landlord used to live in the property as his or her main home or intends to occupy the Property as
his or her only or main home.

5.2 The tenancy may be brought to an end if the mortgagee requires possession on default of the borrower under Ground 2,
Schedule 2, of the Housing Act 1988.

5.3 Any notice served by the Landlord on the Tenant shall be sufficiently served if sent by standard first or second class post to
the Tenant at the Property or the last known address of the Tenant or left at the Property addressed to the Tenant.

5.4 The Landlord may re-enter the Property and immediately thereupon the tenancy shall absolutely determine without
prejudice to the other rights and remedies of the Landlord if the Tenant has not complied with any obligations in this Agreement
or should the Rent be in arrears by more than fourteen days (whether legally demanded or not).
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6. Special Conditions

NONE

SIGNED by the Landlord or an authorised
person of A Lets as agent for the

Landlord

(1) SIGNED by

(2) SIGNED by
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SAMPLE LANDLORD IRBTTION

Landlord Letting Instruction Confirmation
For 10 Fleet Street
as of 09/08/2006

My Details

Mr. Brown

155 High Road
London
W1l1lw

Landlord Reference: [a20
Letter Reference: posi
Contacting Me

I would like you to post all correspondence to me at the address above (please let us know if you would rather
receive emailed correspondence).

| realisethat you may send messages to my mobile phone on 07777711111 to inform me of matters
concerning my property. | agree that when I'm on holiday | will still chackrespond to these messages.

My Bank Details

This is the bank account to which | expect yoypay any funds due to me. | realise that you may somes
pay me by cheque.

Please pruoide us with your bank details
My Property Details

Location

The propety | would like you to rent is

10 Fleet Street
London
W2 2w
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My Authority

| can confirmthat:-

a. | am entitled to enter into this Agreement to let the Property

b. I am the freehold owner of this property or if | am a leaseholder that | have consent to let the Property from
the Freeholder

c. If I have a mortgage | have consent from the magtyao rent the Property

d. | am entitled to all rent from the Property

e. | have given you all the relevant information regarding the Property especially ones which affect the
Tenant's use of the Property

f. I have informed my insurance company thag¢ tAroperty is to be let

Rent
| want you to advertise the rent on a payment schedule of
From To Total Rent

Start Tenancy End of Tenancy Monthly payment of 1500.00
The minimum rent | want you to accept is Monthly paymenf®®0Q unless | agree othevise with you.

Available Dates and Duration

The Property is available to rent from 01/08/2005

The minimum term duration of Tenancy | will accept is 6 Months and the maximum term duration | will accept
is 6 Months

Tenants

The maximum number of indduals | will accept is 5. | understand that this relates to the suitability of the
Property to accommodate that number of individuals. This is likely to be equivalent to the number of
bedrooms in the Property.

The following types of tenant are acceptaltb me:
Overseas
I understand that you will follow your Tenant Vetting Policy to determine their suitability as a tenant.

Utility and Council Tax Bills
| expect the tenants to pay for any charges arising from the use of:

Television Licence
Cound Tax
Electricity

Gas

Telephone

Water

| will pay for any charges arising from the wfe

None
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Deposit or Bond
| expect you to collect from the tenant a bond of 1875.00, held by you, the agent

Advertised Description
| can confirm that the desigtion below is correct:

A truly magnificent four bedroom grade 11 listed farmhouse originally constructed in circa 1745 offering
tastefully considered interiors over two floors with much bespoke feature finely blended to the period
characteristics of th virtually unique family residence.

Furniture and Fittings

The property igurnished

| can confirm that soft furnishings comphyth the fire safety regulations 1988. | understand that | am liable
for the cost of maintaining the supplied furniture afitlings.

Gas
| can confirm that there is a valid gas safety certificate for the property (if there is a gas supply to the Property)

Access to Property

| realise that you will phone or send a text message to arrange access to the Property. Ifrilzisiisnber

GKSYy L oAttt Syadz2NB GKIFG L FNNIXy3aS 00Saae LT GKAa Aa
send a text message to arrange a time to enter the Property. If this time is not convenient the onus is on the
tenant to contact Alist Properties to rearrange a more convenient time. | will highlight these arrangements to

my tenant.

Special Tenancy Conditions
I want you to add the following clauses (if any) to the Tenancy Agreement:

NONE

The Service | Want

| authorise you to e on my behalf and do anything | could do myself in respect of the letting and
management of the Property. | indemnify you against any claims and liabilities incurred by you in the proper
performance of this Agreement.

Informing me my poperty has beerlet

You will inform me by sending a message to my mobile phone on the day that a Tenancy Agreement is
proposed. Once | receive this message | will then not let the house to anyone else. | will also inform anyone
else looking for tenants on my behalf thise property has been let.

You will then send me an unsigned copy of the proposed tenancy agreement, whichmakél sure is
acceptable to me.

Rent Collection

The Tenant will pay the rent into-list Properties Client's Account. If the tenant does pay, | expect you to

follow your procedure for collecting outstanding funds. This includes reminders to the tenant by letter and / or
mobile phone text message. Once you have exhausted your procedure | expect you to contact me to discuss
the next steps. understand that | may need to instruct a solicitor to pursue the debt. | will be liable for the
legal and Court costs incurred.
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Management Charge
| agree to an ongoing management charge to be taken from the rent collected. This is equivalent & ¥2.00
VAT of the rent collected.

Repairs to my Property

| understand that if | have arranged for you to arrange repairs for my Property | realise that you will take this
from funds held by you on my behalf. | will forward payment to you within 10 daymittare insufficient
funds.

| know that in the event of an emergency or where it is not practical or possible to contact me that you will
arrange for any nexssary work to be carried out.

Inventory and Inspecting my Property
| understand that you willot be carrying out any inspections during the tenancy.

Ending Tenancy Agreements
I understand that you will decide whether to end a Tenancy Agreement (by serving a Section 21 notice) or to
allow a Tenancy to continue after the Term Certain has entles will then be a statutory periodic Tenancy.

Your Charges
50% of first months rent

| realise that you will take these from funds held by you on my behalf. | will forward payment to you within 10
days ifthere are insufficient funds.

Other Conditions

Tax

| understand that you will give the Inland Revenue any information about me that they request. | know that
you are not responsible for preparing or submitting a tax return or similar on my behalf. But, | realise you will
provide me with a summary dfie rent collected and expenses for the tax year.

Your Liability

| understand that you are not liable fer:

a. any inaccurate forecasts of income or expenditfioeecasts are estimations only.
b. any defects in my Property.

c. the performance or amyork carried out by contractors on my behalf.

Terminating this Agreement
| realise that | must give you notice to end this Agreement.

Confirmation of this Agreement
| understand that | have accepted the terms of this Agreement unless | inform younagledsy email or in
writing.
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SAMPLE OF STANDARZBION 21)

Letter Ref: Unsent letter
THE TENANTS
Landmark House
City Centre
31/08/2006
DearMr. Collins,
Re: Your current tenancy agreement is ending
| am contacting you to clarify whether yoweawishing to continue your stay at the property. The notice enclosed is a 2 month notice that
your current tenancy agreement is due to end. The landlord must give you this notice by law. Please contact us if ytkevwou&hew
your tenancy agreementf you have already signed a new tenancy agreement to stay on after this date, then there is no need to move
out.
If you have not signed a new tenancy agreement then you must move out by the date specified on the notice.
If you have any questions or ques please contact us.
Yours sincerely,
Glyn Trott
Alist
HOUSING ACT 1988 Section 21(1)(a)

Assured Shorthold Tenancy: Notice Requiring Possession for a Statutory Periodic Tenancy
THE TENANTS
Landmark House
City Centre
Mr. C Collins
From:
Mr Landlord
Flower Cottage

Taunton

You were granted an Assured Shorthold Tenancy of Landmark House under a tenancy which commendéo902 and expired on
01-May-2006. Thereafter you became a Statutory Periodic Tenant pursuant to Section 5 of the Hou4i&g8Act

| give you notice that | require possession of the dwelling house known as 202 Landmark House Mtg2006 or, if later, the day on
which a complete period of your tenancy expires next after the end of two months from the service of thés notic

If you do not give up possession after this date legal proceedings will be taken to recover possession.

This notice is served on behalf of the landlord on 31/08/2006 by Glyn Trott of

AList
Cathays
Cardiff

CF24 4AG
01212 333444
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PRESCRIBED INFORKAT

1. If the tenant or licensee does not leave the dwelling, the landlord or licensor must get an order for
possession from the court before the tenant or licensee can lawfully be evicted. The landlord or licensor
cannot apply for such an order beforegtimotice to quit or notice to determine has run out.

2. A tenant or licensee who does not know if he has any right to remain in possession after a notice to quit or a
notice to determine runs out can obtain advice from a solicitor. Help with all or part of the cost of legal advice
and assistance may be awdile under the Legal Aid Scheme. He should be able to obtain information from a
Citizens Advice Bureau, a Housing Aid Centre or a Rent Officer.
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