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ABOUT WOOLLEY & WALLIS
Founded in 1884, Woolley & Wallis is an award-winning, independent firm of estate agents, chartered surveyors and auctioneers working across the southern England counties of Hampshire, Wiltshire, and Dorset. We have ten offices in Fordingbridge, Lymington, Marlborough, Mere, Ringwood, Romsey, Salisbury, Shaftesbury, Winchester, and London.

We offer an extensive range of professional services encompassing all areas of residential sales and lettings, land and new homes, farm, and rural and commercial property. We have represented properties and landowners in just about every postcode in Hampshire, Wiltshire, Dorset, and all the New Forest at every price point, so no-one understands the local market as intimately as we do. This is what we do, and it is all we do. Our priority is to provide our clients with the very best representation and to deliver a service without compromise. We are well-connected, professional, and purposeful and we work hard to achieve the exceptional outcomes for which we are renowned. For five consecutive years from 2018 to 2022, Woolley & Wallis won the nationwide gold award as a Local Letting Agent in the British Property Awards, along with the regional silver award as an Estate Agent.
WE ARE ARLA PROPERTYMARK PROTECTED

We are members of ARLA Propertymark which means we meet higher industry standards than the law demands and strictly adhere to their regulations, ensuring that we only provide a first-class service and offer you the best possible advice.  We are also members of The Property Ombudsman, Tenancy Deposit Scheme (run by The Dispute Service) and backed by a Client Money Protection (CMP) scheme which guarantees your money is always protected.   We also hold Professional Indemnity Insurance, and all staff members carry out continuous professional development.  Click here for more information.  http://www.propertymark.co.uk/how-we-protect-you/landlords-tenants/  

YOU ARE IN SAFE HANDS

The last few years have seen a breadth of legislative changes surrounding different aspects of letting property and keeping pace with those changes is a crucial part of our role in ensuring that Landlords and their properties are safe and protected in line with those changes.  

RANGE OF SERVICES

We understand that your property is a major investment and that letting it takes careful planning and consideration. Owning a property should not be stressful and we aim to provide you with a positive experience.  We understand that each Landlord has different needs with some Landlords preferring to be hands on and others less involved.  We take pride in being able to offer landlords a range of professional and flexible services at competitive rates.  
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	* ARLA Propertymark is the UK’s foremost professional and regulatory body for letting agents representing over 9,000 members. Members operate to professional standards far higher than the law demands and they campaign for greater regulation in this growing and increasingly important sector of the property market. By using an ARLA Propertymark Protected agent, consumers have the peace of mind their agent will provide a professional service and their money is safeguarded by Propertymark’s Client Money Protection scheme.


THE LETTINGS PROCESS
This guide is designed to provide you with comprehensive information about all aspects of letting your property. The Lettings’ market has expanded significantly and the regulations and legislation surrounding letting your property has become increasingly complex.

The first stage of the process of letting your property is for Woolley & Wallis to carry out a detailed appraisal of your property and a rental valuation.  The rental valuation will be based on our knowledge of the current rental market, evidence of comparable properties that have been recently let and historical information.  We will also advise you on how to maximise your rental income and desirability to prospective tenants and also how to minimise your expenditure.
Presentation:  Your property should be well presented to attract tenants, the décor should ideally be in neutral colours, the carpets again should be neutral, and the property should be clean.

Furnishings:  The demand for unfurnished properties is much greater than that for furnished properties and there is very little difference in the rent achievable.  An unfurnished property should include:
· Carpets

· Light fittings

· Curtain poles or tracks as a minimum but ideally curtains or blinds

· Cooker/oven with instruction manuals is essential.  Other white goods can be left in the property, but they should all be in good working order and instruction manuals must be provided
· Bathroom/Cloakroom fittings such as towel rail, toilet roll holder and mirror
Gardens:  If your property has a large garden or a large number of well-established shrubs and plants, then it would be advisable to include a gardener to maintain the garden and reflect this in the rent.  The Tenancy Agreement will state that it is the tenant’s responsibility to maintain the garden.  Annual/bi-annual maintenance such as pruning of hedges/trees should be carried out by the Landlord.
Prior to a tenancy commencing, it is important that a number of actions/activities are undertaken including obtaining the necessary consents for letting and the required safety regulations are adhered to, these are detailed on the next few pages.
CONSENTS FOR LETTING

Prior to the start of a tenancy, it is the Landlord’s responsibility to ensure that the necessary consents for letting have been granted, these include: -

Ownership:  Authority to let the property should be obtained from any joint owner(s) who should be named on the Tenancy Agreement.  Where any party comprises more than one person the obligations and liabilities of that party shall be joint and several.

Mortgages:  Where the property is subject to a mortgage, it will normally be a condition of the mortgage that the property owner or mortgagor cannot let the property without prior permission of the Mortgage Company or lender.   Most lenders are prepared to allow the mortgagor to let the property, but many will ask to see a copy of the tenancy agreement and associated documentation before agreeing to the tenancy (and may charge an administration fee for these checks).  Some lenders will also insist that the mortgagor pays a higher interest rate whilst the property is let.  Most mortgage lenders will also require that the property is covered by an appropriate buildings insurance policy.  Special clauses may have to be added to the Agreement if requested by the Lender.  

Leasehold Properties:  If you are a leaseholder (normally the case if the property to be let is a flat) you will normally require the consent from your Superior Landlord/Freeholder or their Managing Agent before you can sub-let the Premises to an applicant.  In giving consent the Landlord or their Managing Agent will normally require you to provide references for your Tenant and for you and your Tenant to enter into an agreement to observe the covenants contained in your Lease.  We will therefore need a copy of this Lease together with any schedules referred to therein so that we can attach a copy of this to our Tenancy Agreement.

Power of Attorney:  A Power of Attorney is a deed, or legal agreement by which a person confers power of another to act on behalf of the person granting the power.  A Power of Attorney is often granted when a person is abroad or difficult to contact, for example a landlord living overseas for an extended period or to look after the affairs of elderly people who are, or may become, incapable of handling their own affairs.  If Power of Attorney has been granted, a copy of the documentation must be supplied to Woolley and Wallis.

Insurance:  The landlord is responsible for insuring the buildings and the contents, other than the contents introduced by the tenant (for which the tenant is responsible for arranging insurance).  The Landlord should advise their insurance company that the property will be let to ensure continuity of cover and inform us of any specific conditions their insurer may impose such as e.g. the maximum length of time the property can be occupied whilst remaining insured.  The Buildings Insurance policy should also cover Public Liability cover.
Energy Performance Certificates (EPC):  Since 2008 all Landlords must have a valid EPC for their property available for any applicant or tenant viewing a property.  The certificate is valid for 10 years and scores a property on energy efficiency from ‘A’ (most efficient) to ‘G’ (least efficient).  It outlines actions that can be taken to improve performance.  The EPC can only be carried out by a certified Domestic Energy Assessor.  It will also show a building’s environmental impact by indicating its carbon dioxide emissions.  EPCs provide recommendations for reducing the amount of energy tenants will use and lists suggested improvements such as fitting loft insulation, the potential cost savings that could be made if the improvements are implemented and the effect on the energy rating for the property.

The Energy Act 2011 includes provisions to ensure that from 1st April 2018, it is unlawful to rent out a residential property that does not reach a minimum energy efficiency standard, this is set to an ‘E’ rating currently, so with effect from 1st April 2018 privately rented properties must have a minimum EPC rating of E for new tenancies and renewals of tenancies (by April 2020 for existing tenancies).  Where a property qualifies for an exemption, this must be registered on the National PRS Exemptions Register.
SAFETY REGULATIONS 

There are a number of regulations that govern the letting of residential property to which all Landlords must comply.  The penalties for failing to do so are severe and could result in heavy fines and/or imprisonment.  It is our duty, as your letting agent, to advise you of your obligations, the implications of the regulations and to assist you in ensuring you are fully compliant.

The Furniture and Furnishings (Fire) (Safety) Regulations 1988 (amended 1993): Upholstered furniture in rented accommodation must meet the flammability requirements in the Furniture and Furnishing (Fire) (Safety) Regulations 1988.  Items manufactured pre-1950 are not affected and new items purchased since 1990 must carry the appropriate label.  The range of items covered by the Regulations includes beds, headboards and mattresses, sofa beds, futons and other convertibles, nursery furniture, garden furniture, which is suitable for use in the dwelling, pillows, loose and stretch covers for furniture.  The regulations do not apply to the following: sleeping bags, bed clothes, pillowcases, curtains and carpets.  If any item does not comply, then they must be removed from the property before it is let.
Gas Safety (Installation and Use) Regulations 1998:  As a landlord you are legally responsible for the safety of your tenants in relation to gas safety.  The regulations state that the Landlord must maintain and repair any gas appliances, fittings, pipework, and flues in a safe condition and ensure that an annual gas safety check is carried out by a Gas Safe registered engineer.  At the commencement of any tenancy, a copy of a gas safety record must be given to the tenants before they move into the property.  Annual checks are required thereafter, and a new gas safety record must be given to the Tenants within 28 days of certification. You are also obliged to show your tenant how they can turn off the gas supply in the event of a gas leak.

With effect from January 2013 Gas Safety Inspections must include visual inspections of gas flues every 1.5 meters or at bends in the flue.  To comply, hatches will have to be fitted to enable the engineer to inspect the flues.  A gas flue takes the waste from a gas boiler to the outside.  If the flue has a break in it or your boiler is not operating correctly, carbon monoxide could enter the property.  You do not have a flue in a void if the boiler is fitted to an external wall and directly vented to the outside.
Electrical Safety Standards:  The Electrical safety Standards in the Private Rented Sector Regulations 2020 were passed in Parliament on 18 March 2020 and came into force on the 1st June 2020 and apply to all new tenancies from 1st July 2020 and all existing tenancies from 1st April 2021.  

The Inspection and test of the electrical installation has to be carried out in accordance with the eighteenth edition of the wiring regulations BS 7671:2018 which came into effect on the 1st January 2019 and be carried out by a qualified electrician.  Typically, an Electrical Installation Condition Report (EICR) is used to conduct an electrical installation safety report.  This report will list any remedial work that may be required to bring it up to a ‘satisfactory’ standard.  The remedial work is categorised by severity, C1, C2, C3 and FI.  All category C1, C2 and FI items must have the remedial action carried out within 28 days of the initial report.  C3’s are recommendations and not mandatory to be carried out.  
Following the inspection and testing a landlord must supply a copy of that report to each existing tenant at the property within 28 days of the inspection and test.    
Smoke Detectors:  With effect from October 2015, legislation was introduced making it a requirement for Landlords in England to install working smoke and carbon monoxide detectors in all rented property.  Smoke Alarms must be installed on each floor of the property where there is a room used wholly or partly as living accommodation. Landlords are expected to check that the smoke alarms are in working order at the start of any new tenancy and specifically states that each alarm must be tested on the day of the tenancy commencing. Regular checks can easily be carried out as an integral part of the check in and check out procedures with a note in the Inventory/Schedule of Condition that a check has been carried out.  Further checks to ensure that smoke detectors are in working order should be carried out during regular property visits and recorded on management systems. 

Carbon Monoxide Detectors: Carbon monoxide detectors must be fitted in every room containing a solid fuel burning appliance such as a wood burner or open fire.  With effect from 2022, they must also be installed in any room that has a gas appliance eg gas hob, fire or boiler.  
Oil and Solid Fuel:  Although there is no statutory obligation for a landlord to test these forms of heating, as a duty of care to all tenants it is advisable that all installations are serviced annually by a qualified heating engineer.

Legionella: Legionnaires Disease is an illness contracted by inhaling droplets of water which are contaminated by Legionella bacteria. The bacteria are found in most water systems, but the risk is in places where the bacteria can multiply and increase to dangerous levels. The bacteria can survive low temperatures and thrive in stagnant waters with temperatures between 20 and 45 degrees Celsius. The bacteria are killed in temperatures above 60 degrees Celsius.  Landlords are responsible for ensuring that the risk of exposure to Legionella in their property is properly controlled. Control measures can include: -
· Flushing out the water system before letting the property

· Ensuring cold water tanks have a tight lid to stop debris getting into the system

· Setting control parameters to ensure water is stored at the correct temperature

· Removing any unused pipework

A Landlord has the duty to assess the risk from exposure to the Tenant and, where a risk is identified, take appropriate steps to remove or minimise the risk. This risk assessment can be carried out by a third party, but the ultimate responsibility is the Landlord’s.  Records of assessments should be kept and follow up checks need to be carried out periodically.
Asbestos: If there is asbestos in your property or outbuildings, it is the Landlord’s responsibility to inform Woolley & Wallis. We have a duty of care to contractors to inform them so that they can take the necessary precautions when carrying out any repairs at the property. 

Blinds: New European regulations now apply to the installations for raising and lowering blinds and the movement of curtains across windows. This means that new blinds and curtains being installed by a contractor will have fixed cords or ball bearing pulls to prevent any danger of asphyxiation to a young child, and a warning notice with the purchasing material. Existing blinds and windows may need to be fitted with safety features to ensure compliance and to ensure safety. Throughout the Agent’s period of management, it will check all blinds and curtains on a management visit and if necessary, arrange for the relevant safety feature to be fitted at the Landlord’s expense. If Woolley and Wallis are not managing the premises at any time, it will be your responsibility to make such checks and arrange the fitting of any necessary safety feature
Health and Housing Safety Rating System (HHSRS):  is a housing condition rating system for residential properties which took effect on 6th April 2006.  The Act states that the Landlord will be responsible for the exterior of the dwelling, the structural elements of the property and the inside facilities which are part of that property be it a flat or a house.  The Landlord and Tenant Act 1985 states that the Landlord must ‘keep in repair the structure and exterior of the dwelling-house (including drains, gutters and external pipes)”.  It also covers responsibility to “keep in repair and proper working order the installations in the dwelling-house for the supply of water, gas and electricity and for sanitation (including basins, sinks, baths and sanitary conveniences, but not other fixtures, fittings and appliances for making use of the supply of water, gas or electricity) and to keep in repair and proper working order the installations in the dwelling-house for space heating and heating water.

The HHSRS seeks to identify hazards arising from faults or deficiencies in the dwelling, which could cause harm.  A dwelling should be able to supply the basic needs for the everyday life of the range of households who could normally be expected to live in a dwelling of that size and type.  The dwelling should not contain any deficiency that might give rise to a hazard, which interferes with, or puts at risk, the health or safety, or even the lives, of the occupants.  There are 29 hazards which are categorised as follows: -

· Damp and mould growth, excess cold, excess hot, asbestos, carbon monoxide

· Crowding and space, entry by intruders, lighting and noise

· Domestic hygiene, pests and refuse, food safety, personal hygiene, sanitation and drainage and water supply
· Falls associated with baths etc, falling on level surfaces, falling on stairs, electrical hazards, structural collapse

SETTING UP THE TENANCY
Referencing:  We will discuss your requirements in detail in order to find the most suitable tenant for you. When a tenant has been found we carry out strict referencing procedures using a specialist independent Referencing Agency.  They will run through various checks on the prospective tenants, making sure the property is within their budget, their employment is verified, checks are carried out on their previous addresses, credit and financial circumstances are secure.  We will inform you fully of the result of these checks.
Compliance: We will ensure that all the necessary documents are served on the tenant before the referencing and tenancy commences and ensure that the tenant has signed confirming receipt of them.  These will include the most up to date version of the ‘How to Rent’ guide, the current EPC, a copy of the TDS guide, a draft tenancy agreement and copies of the safety certificates eg gas safety and EICR.
Right to Rent: From 1 February 2016, all private landlords (and their agents) in England must check that new tenants have the right to be in the UK before renting out their property (Immigration Act 2014). If the Right to Rent check is acceptable an agent can proceed with the normal full referencing procedure, but should a Right to Rent check fail, by law we will be unable to allow a tenancy to commence. We cannot agree a let until the applicant(s) have provided the agent with the correct documents. If a Tenant has a time-limited right to remain, Landlords and Letting Agents will need to conduct follow up checks; normally 12 months from the initial check or at the expiry of the individual’s right to be in the UK (whichever is the later).

Right to Rent was introduced in the Immigration Act 2014 as part of the government’s reforms to build a fairer and more effective immigration system.

Holding Deposits: The Tenants Fee Ban which was implemented on 1st June 2019 caps the amount that can be taken as a holding deposit to the equivalent of one week’s rent.  We require Tenants or the Relevant Person to pay this at the point at which we submit the reference application to the referencing company.  The Deadline for Agreement is the period in which a Holding Deposit can be held for – this is 15 calendar days.  The Deadline for Agreement can be extended for as long as is necessary, provided both parties agree in writing.  The process starts on the day the Holding Deposit is taken and finishes on the day the contract is entered into (signed by both parties and dated).  
A Holding Deposit can be retained in four circumstances:
· If the Tenant fails a Right to Rent check regardless of when the deposit was accepted.
· If the Tenant provides false or misleading information to the Landlord or Letting Agent, which the Landlord is reasonably entitled to consider in deciding whether to grant the tenancy because this materially affects their suitability to rent the property.
· If the Tenant notifies the Landlord or Letting Agent before the Deadline for Agreement that they have decided not to enter into the Tenancy Agreement.
· If the Tenant fails to take all reasonable steps to enter into the Tenancy Agreement.

Tenancy Agreements: Woolley & Wallis use a Tenancy Agreement that has been drawn up by ARLA Propertymark which has been carefully designed to protect the Landlord’s rights to possession, to help control the Tenant’s activities and remain compliant with the Housing Act 1988 (as amended).   Tenancy Agreements are normally for an initial term of either six or twelve months, but shorter or longer-term tenancies can be negotiated dependent on the Landlord’s or Tenant’s circumstances.
Once the referencing process has been successfully completed, we will draw up the Tenancy Agreement and send it to both parties for signature and dating.
Rental Guarantee and Legal Expenses Cover: Provided that the tenant successfully completes the referencing process, then rental guarantee and legal expenses cover can be offered.  In the event that your tenant falls into arrears or breaches their tenancy agreement, we can help pay your rent, subject to the protection limits, and evict the tenants for you. Meaning that if your tenants can’t or won’t pay, or if you need possession of your property, you’re protected.  Rent and Legal Expenses cover includes the following benefits:

· Monthly rent paid for up to a maximum value equivalent to fifteen months of arrears, plus 3 months’ rent paid at 75% following Vacant Possession

· No policy Excess

· Legal expenses up to £100,000 to cover eviction costs if the tenant is in breach of their tenancy agreement or following an expired section 21 notice

· Professional court attendance on your behalf

The policy is based on the property and is therefore fully transferable when tenants change provided that full referencing is completed successfully on the new Tenants.

Please note that this cover will be offered directly from the referencing agency if you are on an Introduction Only service or alternatively will be offered as a warranty by Woolley & Wallis for Rent Collection and Fully Managed levels of service.

Deposits: All deposits taken by Landlords for Assured Shorthold Tenancies in England and Wales must be protected by a Tenancy Deposit Protection Scheme.  To avoid disputes going to court, each scheme will be supported by an alternative dispute resolution service (ADR), whose aim is to make disputes faster and cheaper to resolve.  There are two types of deposit protection schemes: a custodial scheme and an insurance-based scheme.  Woolley and Wallis belong to the Tenancy Deposit Scheme which is run by The Dispute Service and is an insurance-based scheme.  This means that the deposit can be held by the Agent, but they are protected by insurance.  The process being: -
· The Tenant pays the deposit to the Landlord’s Agent.
· The Agent retains the deposit but pays a fee to the scheme and the scheme will insure against the Landlord unlawfully retaining the deposit at the end of the tenancy.
· Within 30 days of receiving a deposit, the Agent must give the Tenant certain prescribed information about the deposit and how it is held.
· At the end of the tenancy, the Agent/landlord pays the tenant any part of the deposit that is not disputed.
· If there is a dispute over the repayment of any part of the deposit; the Agent must hand over the disputed amount to the scheme for safekeeping until the dispute is resolved.  Any interest earned on such disputed deposits shall be retained by the scheme.
The Tenants Fee Ban which came into effect on 1st June 2019 caps the deposit at the equivalent of 5 weeks rent for annual rents less than £50k and at six weeks rent for annual rents over £50k.

Inventory/Schedule of Condition:  We strongly recommend that an Inventory/Schedule of condition is drawn up prior to the commencement of each new tenancy.  These documents are supplemented with photographic evidence and are a necessary piece of evidence when dealing with the tenant’s deposit and assuring that the interests of both Landlords and Tenants are protected.  Woolley & Wallis use third party Inventory Providers.
Utility Bills: During a tenancy, the Tenant will normally be responsible for all services used, eg gas, electricity, oil, mains water and sewerage, telephone and council tax unless you specifically agree something different. During any period when the property is vacant, before, after or between tenancies, the liability for the utilities and responsibility for the property remains that of the Landlord.  We will inform the electricity, gas, water, and council tax providers when a Tenant moves into and vacates a property.  With regards to the telephone, BT will not take instructions from Letting Agents, and it is therefore the responsibility of the Landlord and the Tenant to transfer the account at the start and end of the tenancy.
Landlord’s Obligations: A Landlord, in very general terms, has a legal responsibility to repair the structure and exterior of the property, including drains, gutters and external pipes; to keep in working order the installations for the supply of gas, electricity and water; and, for the installations for the provision of space and water heating. The Landlord also has other legal responsibilities relating to the safety of such items as gas, electricity, and furnishings as well as the general standard or fitness of the property for habitation.

Tenant’s Obligations: A Tenant has an implied covenant to act in a “tenant-like manner”. Broadly, this means to report disrepair promptly; to take reasonable steps to ensure that neither the Tenant nor guests damage the property, its fixtures and fittings; to do the minor day to day things any home-occupier would normally do e.g. replace light bulbs, fit a new battery in a smoke or carbon monoxide detector, tighten an odd screw which has come loose on a door handle etc.; to keep the property reasonably warm and aired to help prevent condensation or freezing of pipes; to leave the property secure when absent from it; to keep the garden and other areas reasonably tidy and free from rubbish.
Taxation: Landlords have an obligation to declare their rental income to the HMRC and complete a tax return. The landlord’s property income is assessable on rents and similar income (eg ground rents) receivable from letting land and property in the tax year ie from April 6th to the following April 5th. (In practice the revenue will accept the return on a 1st April to 31st March basis if it is consistent).
Before calculating the tax on the rental income, the Landlord is allowed to deduct expenses paying tax on the net income figure.  These are: -

· Management costs including Agent’s fees (including VAT), advertising for new Tenants, legal and accountancy charges, Inventory and Agreement fees

· Payments made such as ground rent, service charges, insurance premiums etc

· Upkeep of gardens

· Normal repairs and redecoration to structure and furnishings (including Landlords Gas Safety Records)

· Architects or Surveyors fees incurred for maintenance of the property, but not for improvements

· Utility bills for void periods.

You should keep receipts for everything.  If you are a joint owner of a home, then your proportion of the rental income is the same as your ownership proportion.

Non-Resident Landlords: A Non-Resident is defined by the HMRC as:
· a landlord who has left the UK to go abroad permanently or your absence and full-time work abroad lasts at least the whole tax year or

· a landlord’s visits to the UK are less than 183 days in a tax year and average less than 91 days a tax year over a minimum of four consecutive years.

If you do not register for Non-Resident Landlord tax exemption, then the Agent or the Tenant must deduct tax at 20% from the gross rent (the income minus the allowable expenses) and pay only the net amount remaining to the Landlord.  We then send the tax to the HMRC on a quarterly basis.  We therefore recommend that Landlords complete the NRL1 form and gain exemption from the HMRC.  This means that the Agent can pay all the rent direct without deducting tax.

SERVICE LEVEL OPTIONS
We offer several different service levels ranging from ‘Introduction only’ through to ‘Full Management Plus’ which includes legal expenses and rental guarantee cover.  We understand that all Landlords have different needs and requirements, and we can tailor our services to your requirements.
INTRODUCTION ONLY SERVICE
This service is suitable for the experienced Landlord who needs a specialist letting agent’s advice on the rental market and the latest legal regulations.  This service involves all aspects of the tenant finding process, handing over to the landlord thereafter.  
Key Features

A comprehensive on-site meeting with you to: -
· Discuss your requirements, advise you about the current rental market and the likely rental income
· Appraise your property’s presentation and the necessity for redecoration or improvement to present the house at its best
· Agree with you any improvement work for the property
· Advise you of safety requirements.  We will advise you as to your obligations as a landlord with regards to gas safety certificates, electrical testing, smoke alarms, carbon monoxide detectors, Legionnaires risk assessments and furniture and furnishings regulations
·  Advise you of the consents required for letting.  We will advise you with regards to Mortgage consents, buildings insurance, Power of Attorney, tax regulations, sub letting

· Decide on a marketing strategy

· Arrange to take photographs of the property
Marketing and Property Presentation:

· Advertise the property on www.onthemarket.com, www.rightmove.co.uk, www.zoopla.co.uk   and associated web sites.  We can also target local businesses, schools etc. Your property may also be advertised in our office windows.  We will also contact any prospective Tenants that have contacted the office or our own Tenants who may be looking to find alternative property to meet their changing requirements
· Ongoing organisation and supervision of property preparation work 

· Arrange viewings for prospective Tenants accompanied by ourselves, unless you prefer to carry out the viewings yourself
Setting up of the tenancy: -
· Once a prospective tenant has been found, we will issue all the necessary compliance documents including the ‘How To Rent’ guide, a copy of the draft tenancy, a copy of the Energy Performance Certificate, a copy of the Tenancy Deposit guide and the safety documents including the EICR, gas safety etc.

· Take up references for the prospective tenants using a professional dedicated Referencing Agency.  References will include Employer, Landlord, Solicitor or Accountant (where relevant).  Once a finalised acceptable report is received from the Referencing Agency a summary report is forwarded to the Landlord for approval
· Carry out ‘Right to Rent’ checks on the prospective tenant

· Negotiation of the terms of the tenancy between Landlord and Tenant
· Preparation of the Tenancy Agreement, depending on the tenants or Landlords this will either be an Assured Shorthold Tenancy or a non-Housing Act Tenancy and emailing it to both the Tenant and Landlord for electronic signatory.  (Paper versions can also be provided)
· Instructing an Inventory Provider to draw up an Inventory and Schedule of Condition of everything in the property. This will be supplemented with photographs and will include the meter readings for the electricity, gas and water. This document is signed by the Tenant at the start of the Tenancy and is then used at the end of the Tenancy to determine if any deductions should be made from the deposit.  
· Collect the first month’s rent and advise the tenants of the bank account details for future monthly rental payments
· Collect and hold the Tenant’s deposit against damages as ‘stakeholder’, entering the tenancy details on the TDS database or alternatively forwarding the deposit to the Landlords for lodging with an alternative deposit scheme
· Notify utility companies that the new Tenant has moved into the property (gas, electricity, water, and council) with the meter readings taken at the commencement of the Tenancy
· Finalise your first month’s rental statement with the deduction of our fees and any other expenditure which may have incurred in the initial setting up of the Tenancy
During and at the end of the tenancy: -
· Write to you approx 10 weeks before the end of the initial Tenancy term to determine if you want to continue the Tenancy and if so agree between both parties if a renewal Tenancy Agreement is required
· Instruct the Inventory Provider to carry out a check out of the property
·  Arrange to refund the Tenant’s deposit in accordance with apportionment agreed between Landlord and Tenant
RENT COLLECTION SERVICE

This service is suitable for the experienced Landlord who needs a specialist Letting Agent’s advice to source and select a tenant, negotiate the best terms on their behalf and collect the rent throughout the Tenancy but does not require a full property management service.  Our fees are collected as a percentage of the rent collected rather than a single up-front payment.
Key Features

Includes all aspects of our ‘Introduction only’ service, and in addition: -
· Monthly rent collection

· Issue rent request letters and chase arrears

· Issue monthly account statement and remittance of collected rent, net of our fees
FULL MANAGEMENT SERVICE

This service is suitable for a landlord who needs a specialist Letting Agent’s advice to source and select a Tenant, negotiate the best terms on their behalf and collect the rent throughout the Tenancy and does not want to deal with the day-to-day issues involved in letting a property. Our fees are collected as a percentage of the rent collected rather than a single up-front payment.
Key Features

Includes all aspects of our ‘Introduction only’ and ‘Rent Collection’ services, and in addition: -
· Checking in of tenant at first visit and sending a signed copy of the Inventory/Schedule of Condition to the Landlord
· Property Inspections – Arrange visits by appointment with the Tenant on a periodic basis, to ensure that the property is kept clean and in good order. A written report or email will be provided following the inspection with digital photographs, if appropriate
· Arrange for annual servicing of gas and electrical appliances where appropriate 
· Arrange for any cleaning, gardening, or other maintenance essential for each letting
· Organisation and supervision of running repairs, subject to a previously agreed expenditure limit

· Liaise with insurers of buildings and contents insurance for any claim

· Vacant property management between lets through frequent inspections

· Serve Statutory Notices at end of Tenancy
· Produce monthly statements detailing the incoming rental, our commission deducted as well as any invoices relating to other outgoings
FULL MANAGEMENT PLUS SERVICE

This service is suitable for a landlord who does not wish to deal with the day-to-day issues of the Tenancy and requires a specialist Letting Agent to negotiate the best terms, collect the rent and cover any problems which may arise during the Tenancy. Our fees are collected as a percentage of the rent collected rather than a single up-front payment.
Key Features

Includes all aspects of our Full Management Service and in addition:-

· Where the tenant has successfully completed the referencing process, Woolley & Wallis will take out on your behalf a comprehensive legal expenses and rental guarantee policy.  This policy will continue to pay the rent to you if the tenant defaults on their rent and it becomes necessary to carry out eviction proceedings.
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