
 
 
 

 
 

 
 
 
 

����

����������	�
���
��	����������	�
���
��	����������	�
���
��	����������	�
���
��		 			

�����
�
�����
�
�����
�
�����
� 				

				
				
				
				
				
	

	
	
	
	

��	���	�����	��
�����	�������	���	����	

������������������������������������	�������	������	
 �!	 �!	 �!	 �!	�������	������	

�"#$	%%%�
"&"'()�"#$	%%%�
"&"'()�"#$	%%%�
"&"'()�"#$	%%%�
"&"'() �*+,+"*�*+,+"*�*+,+"*�*+,+"* �(-�./�(-�./�(-�./�(-�./	 			


,01	$
,01	$
,01	$
,01	$				
"'+23"&"'()"*+,+"*�(-�./
"'+23"&"'()"*+,+"*�(-�./
"'+23"&"'()"*+,+"*�(-�./
"'+23"&"'()"*+,+"*�(-�./	 			
Management Application 2008����

�45����4�45����4�45����4�45����4	 			
6��6��6��6��7 7774���4���4���4���	 			
�� ���
��� ���
��� ���
��� ���
�	 			



TERMS OF TENANCY 
 
All tenants must provide a two months rent in advance. 
We must stress that it is much more important to find a good tenant however long it takes 
than let quickly to the first applicant, since should a tenancy flounder then the probability of 
financial loss is much greater than simply waiting for the right tenant in the first  
instance!  We trust that landlords respect our diligence in this respect.  Clearly there are no 
guarantees with any tenant but the risks are greatly decreased by following our tried and 
tested procedures. 
 
INVENTORIES  
 
Please ensure that you supply Regency Estates with an accurate inventory of your       
property prior to its letting.  The inventory should be comprehensive and cover if you feel 
necessary condition of fixtures & furnishings.  Our management team will be happy to  
conduct an inventory on your behalf at a charge of £149.00 + VAT 
 
***It is now a legal requirement to provide tenants with instructions for the safe use of ALL 
appliances such as cookers, microwaves, toasters , fridge's, boilers etc and our agency has 
produced generic safety instructions for all appliances which can be produced at a cost of            
£ 5.00 + VAT per appliance. 
 

The electrical safety regulations 1994 clearly state that if ‘safe use’ of an appliance 
requires instructions, they have to be provided or landlords now face prosecution by 

the Health & Safety executive.  
 
THE TENANCY AGREEMENT 
 
Most properties today are let on Shorthold Assured Tenancies which can be drawn for 
periods from six to twelve months although practically these are rarely drawn for less than 
six months.  The agreement is the most appropriate type for short lettings and the most 
secure.  Its key feature is that during what is known as the fixed term neither landlord or 
tenant can draw the tenancy to a close without mutual agreement.  Thus tenants must pay 
rent to the end of the lease whether they remain at the property or not and thereby give 
landlords security.  Similarly landlords may not gain possession of the property unless a term 
of the contract has been breached or the tenancy term has expired. 
 
Landlords must give two months prior notice (earliest date of issue is on the fourth month of 
the six month tenancy) to terminate a tenancy and tenants one month notice (earliest date of 
issue must be month five of a six month tenancy) both must be by letter. 
 
After the ‘fixed term’ of the tenancy the agreement will become a periodic shorthold  
tenancy agreement on a month by month basis.  Notice to terminate being able to be  
issued by either party on there respective notice periods.  (2 months notice for Landlord & 1 
months notice for the tenant)  
 
RENTS 
Regency collect rents monthly from tenants in several different forms, however as soon as 
we have cleared funds in our account these will be forwarded to you without delay.  Our own 
commission and indeed any costs which have been incurred are deducted from your rent at 



source prior to transmission to you. A mini statement will be sent to your email  address at 
the time each payment is made provided we have your address.Unpaid rents are treated with 
a high degree of importance.  Accounts overdue upto seven days are sent a strong reminder 
letter, those which remain unpaid for fourteen days receive personal attention which may be 
in the form of a personal visit 24 hrs a day. 
 
Rents which are not forthcoming are treated as a breach of the tenancy terms and in this 
instance a notice to terminate is usually issued ending the agreement at the end of the fixed 
term or two months notice period whichever is practical.This would be followed up by 
County Court action to recover possession / arrears the cost of which we would usually  
include as part of the claim on the tenant but will be payable by the landlord regardless of 
whether a claim for arrears is awarded by the court. You will be responsible for all court/
solicitors costs ( usually paid from tenants bond) 
 
RENT ACCOUNTS 
Payments of rent to landlords can be made by cheque directly to your new address or to your 
bank account directly. Our new KEY DATA system will send out a brief statement with 
every payment by e-mail provided we have a valid address. Full statements are  available at 
any time. Key Data insures accurate management of rents and services. A full statement will 
be provided annually. 
 
CURRENT REGULATIONS GOVERNING RENTED PROPERTY  
Before letting your property you must comply with current regulations which are strictly enforced by 
trading standards officers.  The current regulations most applicable to you regard:- 
 

¨̈¨¨    Gas landlords safety inspection record 

¨̈¨¨    Foam filled furnishings regulations for safety 

¨̈¨¨    Electrical appliances and there safety 

¨̈¨¨    Glass tables and furnishings 

¨̈¨¨    Bunk bed ladders 
 

Please feel free to ask for more information if required on the matters. 
Failure to comply to current legislation on an annual basis may result in action against you 
for negligence taken by the tenant.  Regency Estates nor any of its staff can accept  
responsibility for a tenants loss due to your failure to comply with the regulation.   
Certificates for safety must be renewed annually. A fine of upto £5000 may be imposed by 
the trading standards office for failure to comply. 
 
CHARGES 
 
Regency Estates charges for the letting and management of your home are 13.5% +VAT 
(Unless otherwise negotiated )of the rents collected on a monthly basis throughout the term 
of the tenancy.  Our charges will be applicable until the tenant arranged by Regency vacates 
the property and our claim for fee’s will not be terminated should you decide to instruct 
another party to take-over the management of your property. 
 
 
 
 
 



TAX PROVISIONS 
 
OVERSEAS LANDLORDS 
 
Landlords intending to be resident outside the UK are liable to tax on the        
unearned income received as rent.  Tax must be deducted by our agency at 
source on behalf of the Inland Revenue and paid to them directly.  The rate of 
tax deducted will be 23% of the net rent due to you, after all costs which  
include our own charges to you and indeed running repairs costs have been  
deducted.  If you have a mortgage on the property the interest paid may also  
be offset against tax, however this must be made as a re-claim on the Inland 
Revenue.  If you wish our agency to deal with your tax position on this matter 
an annual charge of £125.00 + VAT will be made by our accountants Messrs 
Hoban Nelson Lang. 
 

N.B If you wish rent to be paid to you gross, then a ‘Tax Exemption  
Certificate’ must be provided to our offices in advance.  

 The appropriate application form is available from our offices or your 
local tax office at no cost. 

 
* UNLESS A VALID EXEMPTION CERTIFICATE IS SUPPLIED                    
 TAX WILL BE DEDUCTED AT SOURCE BY OUR AGENCY. 

 
UK RESIDENT LANDLORDS 
 
Rent received on your property will be taken to be ‘Unearned Income’ by the     
Inland Revenue and you will pay tax at your personal taxation level on the 
profit element of your rent.  i.e. all repair costs and mortgage interest can be 
used to mitigate profit from your rent and only the remaining portion will be 
classed as profit in most circumstances. 
 

Regency Estates strongly recommend taking personal individual advice 
from a Chartered Accountant, since individual circumstance may vary. 

 
The Inland Revenue regularly request information from all Managing Agents 
about the properties they manage and if income has not been declared tax for 
upto six years previous may be investigated and claimed. 



REGENCY RESIDENTIAL MANAGEMENT SERVICES  
 

RESIDENTIAL PROPERTY LETTINGS  
 
Regency Estates has more than twenty experience in the field of residential property letting 
and management in the North West area.  Our wide ranging experience in all  
aspects of letting both furnished and unfurnished accommodation ensures that at all times 
you receive the very best advise available to you.  Regency Estates is proud to be able to 
offer what we consider to be the most professional and personal service available. 
 

Letting your property is not in our opinion just about speed although clearly this is a 
key area, but more importantly we feel is the need to focus on good quality tenants who 

are going to occupy your property in a tenant like manner, pay rent when due and 
deliver to you the property at the expiry of the lease in good order.  This matter is for 

us the most important and forms the hub of our service to you. 
 
Our comprehensive service to you incorporates every aspect of the market requirements 
from finding a tenant to taking back possession at the expiry of the lease so why have the 
hassle and worry of managing your own property when Regency Estates can make life 
easy?. 
 
WHAT DO I DO FIRST ? 
 
Firstly you will need to contact our office and arrange for a member of our Management 
team to visit your property and provide a realistic assessment of its value. 

The consultation is free of charge and at this time you will be free to ask as many     
questions as necessary about the procedures we follow. 

VALUATION & MARKET APPRAISAL  
 
Our Management team will advise you on the current market conditions in your          
properties locality and indeed the likely rent that it will achieve.  Rents are calculated in  
relation to other properties situated close to your own and can fluctuate with supply and 
demand. 
 
FINDING A SUITABLE TENANT  
 
Your property will be advertised by Regency Estates at no direct cost to you in the local 
press and on our widely used Internet site ( www.regencyestates.co.uk) until a tenant is         
located. We also advertise on many other internet property sites such as 
www.rightmove.co.uk, www.Propertyfinder.co.uk, www.Findaproperty.co.uk, 
www.Torent.com & www.fish4homes. 
 
 Our web site receives hundreds of visits every week and is an effective tool for letting your 
property quickly. The web site offers a clever text messaging system to alert potential               
tenants to new instructions real time as they become available.  Regency’s staff will conduct 
viewings on your behalf to avoid your inconvenience however we are careful to ensure that 
appropriate references are taken up on those we feel are suitable and can meet our strict 



THINGS TO REMEMBER WHEN  
LETTING YOUR HOME... 

 
If your property contains any gas appliances including central heating you 
must obtain a ‘landlords gas safety record’ from a qualified contractor and a 
copy of this must be supplied to Regency Estates prior to the letting  
commencing. The ‘safety record’ must be renewed every twelve months to 
avoid potential prosecution.  (Regency will be happy to arrange this on your 
behalf or supply details of local contractors who will complete these reports 
for your at minimal cost on request.) 
 
All gas contractors must be Corgi registered and have ACOP (approved code 
of practice) qualifications for the testing of all types of appliances. 
 
ACOP QUALIFICATIONS REQUIRED BY YOUR CONTRACTOR 
ARE:- 
 
1. Safety legislation & basic safety  9.Wet central heating 
2. Combustion and it’s control  10.Warm air heating 
3. Flues & ventilation    11. Cookers 
4. Pressure & flow     12.Space heaters 
5. Domestic gas pipework   13. Water heaters 
6. Electricity and it’s control   14. Maintenance 
7. Control system     15. LPG 
8. Essential Electric's    16 Non domestic 
 
Your contractor may not give a report on appliances he is not qualified to      
inspect and any such report will not be recognised by ‘The Health & Safety  
Executive’. All qualified contractors carry ACOP’s identity cards which list 
there qualifications and a copy of this is now required with all reports  
provided.  

¨̈¨¨    Lambeth London Borough council  was fined £75’000 and £50’000 
costs after it failed to maintain a gas boiler, resulting in a gas           
explosion. 

¨̈¨¨    Mr Terence Connolly was fined £60’000 for failure to maintain           
appliances in  a safe condition.The engineers inspecting described 
the appliances as some of the worst they had ever seen.                                                                   

 
 

 



If your property contains any electrical appliances they must be safe and in 
good order, in particular the plug must comply to current British Standards, be 
undamaged, correctly fitted with the appropriate size fuse and the cord must 
be free from cuts/breaks.  None of the internal wiring must be visible along 
the cord or at its connection to the plug itself.  A competent qualified 
electrician should be able to check your appliances are correctly fitted and 
supply you with documentation regarding this.  (As previous, Regency will be 
happy to arrange this on your behalf at a relatively low cost,or will supply 
details on request of contractors who will complete this type of work for you 
if required.) Your general wiring circuits must be safe. 
 

¨̈¨¨    The Electrical Equipment ( Safety) Regulations 1994 

¨̈¨¨    Maximum penalty for non-compliance is a fine of £5000 and six 
months imprisonment enforcement is by the local trading standards 
office (TSO) 

 
We strongly advise landlords to remove from their properties all glass topped 
tables and the like, however if these are to remain at the property the glass 
must comply with current British Standard specifications. 
 
All potentially foam filled furnishings (suites, beds...)however small must  
comply with current fire regulations and display the flame regardant safety 
warning. 
 
Non-complying furnishings must be removed prior to the tenancy beginning. 
You should provide Regency Estates with a comprehensive inventory of the 
items to be left at the property during the tenancy. This inventory will be  
included in the lease when signed by the tenant and subject to return at the end 
of the tenancy will be the mechanism by which the tenants bond will be  
returned and thus should were appropriate include notes on the condition of 
particular items. 
 
Should you opt to provide your own certificates these must be with us 5 days 
prior to a tenancy starting .In the event of no certificates having been        
received Regency Estates will complete the appropriate certificate at your cost 
without notice. 
 
FAILURE TO COMPLY WITH THE REGULATIONS 

MAY RESULT IN A FINE UPTO £5000 & PRISON 
SENTENCE OF UPTO 2 YEARS. 

 



SERVICES TO THE PROPERTY 
All meters for service supplies (Gas, water, electric, cable TV, telephone, 
council tax) should be read immediately prior to your vacation of the property 
and details sent by letter to the appropriate service provider asking for your 
account to be finalised to the date of  your vacation and your account to be 
forwarded to your new address.  You should also advise the provider that the 
property is about to be re-occupied by a tenant details of which may be 
obtained by contacting Regency Estates.  By doing this any bills run up by 
tenants will remain their sole responsibility and not pose a future problem for 
you or indeed any further tenant at the property. Regency Will take no           
responsibility for reading meters and advising service suppliers. 
 
You should not turn off supplies since this may make viewings difficult and 
the testing of appliances impossible.  Card meters must be left in credit. 
Re-direct your mail to your new address!  In our experience this measure is 
never foolproof and we recommend leaving six large stamped addressed       
envelopes to allow tenants to post onto you any mail which arrives. 
 
We recommend that you advise your local police station of the situation and  
indeed local neighbours who may need to contact Regency Estates in the 
event of a problem with your property. 
 
Remove all items from your loft space. 
 
If you expect tenants to maintain gardens please ensure that you leave the     
appropriate equipment for them to use, since few carry these items on their 
travels.( electrical appliances must have a circuit breaker plug for safe       
outdoor use and all appliances need instructions ) 
 
If your property is mortgaged to a lender then you are likely to be required to 
advise them in advance that you intend to let the property.  If you write       
confirming your intentions and supply them with Regency Estates details, 
they will usually make direct contact with us and request any documentation 
they require.  During the term for which the property is let it is quite usual for 
the lender to increase the mortgage rate by around 1/4%. 
 
PROPERTY INSURANCE 
 
Ensure that your building is fully insured and that your contents has been  
insured remembering that if the property is to be left unfurnished then you 
may wish to decrease your cover.  Again insurers may increase the insurance 
cost slightly during the tenancy.  Correspondence as with your mortgage is 
best made by letter and copies kept on file. Regency Estates offer specific 
policies for landlords at discount rates and application forms are available 
from our offices on request. 

 



Should your home be damaged Regency Estates reserve the right to complete 
temporary repairs upto value of £500.00 + VAT  without individual                
authorisation should the need arise.  In most cases damage and general repairs 
will be referred to you for authorisation prior to completion. 
 

Please ensure that you retain one full set of keys to your property for 
safekeeping and forward two copies to Regency who will pass one to the 
tenant and retain the second on file for emergencies.  Regrettably we can 
not accept responsibility for lost keys although we can confirm that our 

keys are never address tagged with the property address.  
 
During very cold periods whilst your property is vacant we strongly 
recommend draining down the water systems to avoid burst's. Please ask if you 
require assistance from one of our recommended contractors. 
 
STAMP DUTY 
 
‘Stamp Duty Act 1891’ whilst very old law this act still forms part of current 
legislation implemented by the court and whilst to date many landlords & 
agents have avoided paying duty on leases drawn changes within the court  
system covering property will now mean that cases brought before the court 
will be dismissed unless duty has been paid on the lease. 
 
Until recently the small claims court dealt with tenancy disputes and being 
staffed largely by ‘lay’ judges who were unaware that duty was payable to 
make the documents binding unstamped leases were upheld. Due to the legal  
complexity of modern landlord & tenant disputes the court will now address all 
such matters by introducing fully qualified judges to our cases, who will not 
take note of the terms of any such tenancy agreement unless it has been 
stamped by the Inland Revenue. 
 
NEW LOWER LIMIT FOR DUTY INTRUDUCED 2005 £60’000 RE NT 

(If your annual rent does not reach £60,000 no stamp duty is payable) 

 
Stamp duty must be paid within 30 days of the agreement becoming effective 
and for leases not stamped interest is payable on top of the normal duty when 

stamping takes place. Thus if you do not pay stamp duty on a tenancy         
agreement and later need to rely on it in court it could cost over £300.00 for 

the average tenancy. 
* An informative leaflet produced by the Inland Revenue is available SO700 and your 

local duty office in Bolton is in Manchester  0161 833 0413  
www.inlandrevenue.gov.uk/so 

 
 



ENERGY EFFICIENCY REPORT & CERTIFICATE  
 
As you maybe aware the government has introduced new legislation regarding 
the sale or properties which has included the introductions of HIP’S (Home            
Information Pack). 
 
In October 2008 it will become a legal requirement for all properties let to have 
an EPC (Energy Efficiency Certificate) before being advertised and let. 
				
				
				
				
				
				
				
				
				
				
 
The current cost of the certificates can be obtained from our rental team. The 
certification will last for ten years from the date of completion. 
 
TENANCY DEPOSIT SCHEME  
As of April 2007 the governments Tenancy Deposit Scheme came into place, 
requiring all deposits on rental properties to be placed either with the               
governments scheme within 14 days of collection or be protected by an                   
insurance led scheme. 
 
In the event of a dispute on vacation the case file would be sent to an                         
independent arbitrator who would decide who the deposit was returned to and 
his decision would be based on the inventory on the premises. 
 
Holding an inventory of items no longer demonstrates to the arbitrator the                  
condition of the property and its interior/exterior & fittings.  
 
An agent/landlord recently took an inventory of items and condition at a             
property and when taking back from the tenant complained that the tenant had 
damaged it. The render on the rear wall of the garage was on the floor as a           
result of constant football games by the tenants children. The dining room table 
had a scratch 3 inches long on its surface. The toilet pan was cracked. 
				
				
 



The arbitrator ruled against the landlord as his inventory at check  in did not 
specify the condition of  the exterior, gardens or grounds, nor did it say that 
items already agreed to be damaged where in fact damaged or that items in 
good condition were in good condition and so it was in his view reasonable to 
assume that the scratch and damage to the toilet may have been there at check 
in and just not recorded. Damages should be recorded by full detailed                    
description and evidenced by scaled photographs. 
 
Should you wish to take a deposit/bond it is in our view now imperative that an 
external inventory taker be employed (member of the Institute of  Inventory 
takers—Insured). The cost of such inventories is between £200-500.00                        
dependant on the size of the property. 
 
The inventory effectively will be the only way to convince the arbitrator should 
it become necessary that the tenant has in fact damaged the property. The fact 
remains in our experience as agents that a tenant who has damaged a property 
will fail to pay the last months rent and thus, when possession is taken the                
deposit / bond will at most pay the missed rent. Any damages will have to be 
either written off or claimed through expensive and time consuming court                 
action. Actions for arrears can not  take  account of the deposit and must only 
be made when two full months rent has become outstanding. (Ground 8–       
Housing Act). 
 
Should  you not take a deposit it is entirely practical to demand two months 
rent in advance rather than one plus a deposit. The advantages to this are that 
when a tenant fails to pay rent by just one day they are effectively in two 
months arrears and the landlord can issue Ground 8 of The Housing Act                    
requiring mandatory possession. In the event that the tenant absconds leaving                 
damages the landlord is still forced to either take no action or issue court                  
proceedings. 
 
Regency Estates often now insist on a home owner as guarantor to any tenancy. 
In circumstances where we feel the tenants have outstanding references, by  
consultation with the landlord we reserve the right to relax this requirement. 
	
	
For more detailed in formation on the position with Bonds & Deposits 
please seek advice from our staff who will pleased to assist you with more 
information. 
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LANDLORDS NAME............................................................................................... 
 
ADDRESS.................................................................................................................. 
 
.................................................................................POSTCODE.............................. 
 
TELEPHONE:- (HOME).........................................(WK)...................................... 
           
           E-MAIL ADDRESS...........................................@.................................... 
 
AVAILABLE FROM.....................................TO..................................................... 
 
 UNFURNISHED {   } FURNISHED {   } PART FURNISHED {    } 
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……………………………………………………………

* Return this form fully completed to our offices for each property you seek to let with our agency 



 

*  ��	��5����
�	� 	 8
��������	��4	 �������	����	��			 										

�98�
�4	��	�����	  �5�	4���	�
��
 �5�	4���	�
��
 �5�	4���	�
��
 �5�	4���	�
��
 				��	���	�������	
����������	� 	��8	
�98�
�	
������	��	�
���
�	���	

��5����
�	������		��6	�8
	���
	��	�45���� ��H������	F	5���	
 
 
PROPERTY MORTGAGED TO:- 
 
........................................................................................................................ 
 
ROLL NO  ..................................................................................................... 

 

*You are obliged to advise your lender prior to letting your home, although this is strictly 
your own responsibility.  If your lender requires additional information please do not  
hesitate to ask our letting’s team for assistance. 

 

BUILDINGS INSURANCE   CONTENTS INSURANCE 

 
 
 

........................................................................................................................... 
 
........................................................................................................................... 
 
.................................................................................................................. 
 
 
POLICY No ...................................... POLICY No  ................................... 
 
 

LANDLORDS BANK DETAILS:- 
 
BANK …………………………………………………. 
 
ADDRESS........................................................................................................ 
 
.............................................................POSTCODE....................................... 
 
SORT CODE...........................ACCOUNT NO............................................. 
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