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LETTINGS

LANDLORD GUIDE

The following information is infended as a useful reference point and a guide to the
services that Patrick Gardner & Co Lettings Limited (PGCLL) provide and is to be read
in-conjunction with our Terms of Business. We hope that new and existing Landlords will
find this helpful.

If there are any items that are not covered or that you would like to discuss in greater
detail, please do not hesitate to contact us.

* Leading independent agency with four local branches

» Professional and experienced advisors with over 85 years lettings experience in
our Leatherhead office alone

* Fully qualified members of Propertymark, formerly ARLA (Association of
Residential Lettings Agents) with at least one fully qualified member in every
office and department

Member of the Property Ombudsman Redress Scheme

» Protected by Propertymark Client Money Protection

« Trusted Leatherhead-based property management team with a network of
reliable local fradesmen

‘ The Propert arla
&Ombudfmaz

PROTECTED

I X ) ®TDS

Tenancy Deposit Scheme
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LETTING YOUR PROPERTY

How do we appraise your property?

After an individual market appraisal, a rental figure will be agreed based on the size,
condition of, and location of your property, taking into account current market
conditions. We can also advise on any improvements or alterations that could be
made to help maximise your property’s rental potential.

How do we market your property?
Our highly effective marketing service offers:

* Four local offices, with prominent windows and dedicated, experienced lettings
staff;

« To Let boards (where appropriate);

 Property details with high resolution photographs, detailed descriptions,
measurements and floorplans;

* Internet advertising — our own website and the major property portals;

* Well established links with local employers and relocation agents;

* Large database of pre-screened applicants.

What levels of service do you offer?
There are different levels of service that can be offered, depending on the Landlords’
individual requirements:

» Let with rent collection
e Fullmanagement

This list is, of course, not exhaustive and we are happy to tailor our service to each
Landlord’s individual requirements. The fee charged is dependent on the level of
service chosen. See Schedule of Fees.

Are viewings accompanied?
We are always available to accompany viewings, or, where appropriate, organise a
mutually convenient time for applicants to view outside office hours.

How do | ensure | get the best Tenants for the property?

This begins with an initial screening interview with the prospective Tenant where we
assess their affordability, suitability and their requirements. Once an applicant has
viewed and registered an interest in your property, we will negofiate terms on your
behalf to maximise your rental income

Negotiation of offers

We will negotiate the initial terms of the lease including price and occupancy. This is
then followed by the negotiation of any special terms, pre tenancy conditions, these
will then be drafted for inclusion in the tenancy agreement.

Tenant references

When agreement has been reached, a credit check and comprehensive Tenant’s
reference will be carried out by an independent company and a written report issued.
This includes current and previous Landlord references (where appropriate),
employment references (or accountant or company accounts), a credit check and
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confirmation of identity We will advise where additional security is required and can
arrange for a Guarantor to also be credit referenced. We require that a Guarantor is a
UK-based home owner and they will be referenced in the same way as the proposed
tenant. The cost of these checks is borne by the Landlord. As part of the referencing
process we will also carry out the Government's Right to Rent checks which involves
checking passports, any Home Office Share Codes and proof of address — all within
Home Office requirements.

What sort of tenancy agreement will | require?

Once a satisfactory reference is in place the tenancy agreement (TA) will be drawn up.
Tenancy agreements vary and we will advise as to the most appropriate agreement for
each tenancy and ensure it is up to date with current legislation. We do everything
that we can to tailor the TA to your requirements but be advised we are property
professionals, not lawyers, and there may be occasions where we recommend you
obtain your own specialist legal advice. Our tenancy agreements have been drawn
up under current legislation and therefore we are unable to accept Landlord’s own
Tenancy Agreements.

Assured Periodic Tenancy Agreement (APT)

APTs are applicable for most tenancies with an annual rent of less than £100,000
per annum. The tenancies are heavily regulated and there are a number of
statutory requirements to be aware of.

High Rent Tenancy
A contract outside the statutory regimes and is instead governed by Common
Law where the annual rent is in excess of £100,000 per annum.

Company Let

A Company Let is also outside the Housing Act and regulated under Common
Law usually for the occupation of a company employee. The company is
referenced rather than the individual and sometimes letters of guarantee are
offered instead of deposits.

Rental increases during tenancy

We will contact you in advance of the anniversary of the tenancy start date, or inline
with the 12 month anniversary of the last rent increase to advise on current market
rents. We will, in line with the Renters Rights Act 2025 (RRA), provide advice on the
current market rent and discuss any suggested increase and the process for putting this
forward to the tenant. The new RRA requires that any rent increase is communicated
to the Tenants a minimum of two months before the new rent is due. Landlords and
Agents must use the process in Section 13 of the Housing Act 1988 for increasing the
rent. This means they can only increase the rent once per year. We will need to give
written notice of the proposed rent increase at least 2 months before that increase
would take effect, using Form 4A. Any rent increase must be no higher than the open
market rent. If the tenant believes the proposed increase is above market rate, it can
be challenged at the First-tier Tribunal.

We advise reviewing the tenancies rent on an annual basis to ensure rents are keeping
pace with the market rate, and from experience steady increases help keep rents inline
and also help tenants to plan.
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What condition will my tenant expect the property to be in at the start of the tenancy?
At the commencement of the Tenancy the property must be well maintained, cleaned
to a professional standard and meet the required standards for letting.

The Landlord is obliged by law to ensure that the property is fit for human habitation
and will be so maintained during the period of the Tenancy Agreement (Homes (Fitness
for Human Habitation) Act 2018). The Landlord agrees to accept responsibility for any
liability under the Defective Premises Act 1972 in relation to the property, or any part
thereof and agrees to indemnify us fully in the event of any claim made in this respect.
Should the Landlord fail to meet these obligations we reserve the right to instruct
confractors and deduct any costs incurred from rent received including any
Administration Charges that apply. The following website may assist you in preparing
your property:
www.gov.uk/government/publications/homes-fitness-for-human-habitation-act-2018

What qualifies as an unfurnished and furnished property?

A generally accepted definition of ‘Unfurnished’ is a property where white goods, light
fittings and window coverings (curtains or blinds) are provided. Our definition of
‘Furnished’ is a property where white goods, window coverings, basic furniture such as
sofas, dining table and chairs, coffee table, beds, bedside tables and wardrobes are
provided. All personal items must be removed including pictures, ornaments, cutlery,
crockery, cookware and small electrical items. Please ask for our advice if there are
any items you are unsure about.

Do | need an inventory for an unfurnished property?

An inventory or ‘statement of condition’ is essential whether the property is unfurnished
or furnished. The inventory is produced by an independent inventory company and
provides a schedule of condition for the property including walls, floors, doors, light
fitting, furnishings, bathroom and kitchen fittings and lists any appliances or furnished
items.

The inventory procedure has three stages:

1) Preparation of the inventory, during which the inventory clerk will visit the
property and prepare the report prior to occupation;

2) Check-in at the commencement of the tenancy including taking meter
readings and meeting the fenant to agree condition

3) Check-out at the end of the tenancy, noting any changes or damages as well
as professional opinion on wear and tear or maintenance issues as well as
outgoing meter readings.

At the end of the Tenancy, we will arrange a check-out and the report will be returned
to our Property Management department for managed properties and sent directly to
the Landlord for non-managed properties. The inventory is essential for any claim made
on the Tenant’s deposit for damages or cleaning issues at the end of the tenancy. All
inventory costs are the responsibility of the Landlord.

How is my rent collected and processed?

We provide the Tenants with the necessary bank details to set up a monthly standing
order to leave their account 2 days before the rent due date to ensure it arrives on
time. We process all rents on their due date and will then remit to you via Bacs
payment; we run our Bacs payments twice weekly. In the case of bank and public
holidays we will process all rents on the next working day. For the avoidance of doubt
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our fees remain due for the period of the tenancy whether or not the rent has been
received.

Who pays for the utilities?

Electricity, gas, water, telephone and council tax charges are usually borne by the
Tenant. On all managed properties, PGCLL will deal with the utility companies when
Tenants check in and check out. It is good practice to leave a live telephone line so
Tenants may arrange their own service provider for telephone and broadband. The
inventory company will record the meter readings at check in and out for gas, electric
and water.

What appliances should | leave?

All appliances are usually left as part of an unfurnished or furnished tenancy. If
maintenance contracts are taken out, details of the policy should be given to our
Property Management department (for managed properties) and to the Tenant via
PGCLL prior to the commencement of the tenancy. Operating manuals and
guarantees must also be made available in the property to ensure Tenants are aware
of the correct operating instructions in order to save unnecessary call-outs. The central
heating, burglar and carbon monoxide/smoke alarms should be checked and serviced
before the Tenant occupies the property. Any working, open fireplaces need to be
swept prior to the beginning of the tenancy and a copy of the receipt provided to the
new Tenant via PGCLL.

Can | retain any of the storage spaces in the property?

Unless agreed otherwise, and detailed in the tenancy agreement, the Tenant will have
the right to use the entire property for the term of the tenancy including outbuildings,
but access to the loft requires consent. We recommend that all items of value and
items which the Tenants do not have the use of are removed from the property. If the
Landlord wishes to leave items agreed in advance in storage at the property they
should be insured, listed and the condition noted. The inventory companies will not
enter roof spaces; they will photograph garages but will not document the contents
other than appliances.

It is not recommended under any circumstances storage areas are left locked as
access is often required in cases of emergency. Access may be needed in order to get
to water tanks, pipeworks or electrical circuits.

What deposit will the Tenant pay?

Prior to the date of occupancy, the Tenant will be required to deposit funds equivalent
to five weeks rent, which will be held in accordance with the regulations of the
Tenancy Deposit Scheme until the end of the tenancy. Current legislation requires alll
deposits to be registered with a recognised scheme. The deposit is held to cover any
dilapidations that may occur during the tenancy, as noted on the inventory check-in
and out reports.
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We are a member of the Tenancy Deposit Scheme, which is a Government-authorised
tenancy deposit protection scheme, administered by:

The Dispute Service Limited

West Wing, First Floor

Maylands Building

200 Maylands Avenue

Hemel Hempstead

Herts

HP2 7T

Email: info@tenancydepositscheme.com
TDS Insured Phone: 0300 037 1001

Email: deposits@tenancydepositscheme.com
www.tenancydepositscheme.com

How is the deposit held?

PGCLL hold tenancy deposits as stakeholder. Deposits will be disbursed in accordance
with our standard procedures and, where the Tenancy is an APT, the requirements of
the Tenancy Deposit Scheme (TDS).

What happens to the deposit at the end of the tenancy?

Where there is NO dispute about the deposit at the end of the tenancy

At the end of a tenancy we wiill liaise with you to ascertain what (if any) deductions you
propose to make from the deposit or have already agreed with the Tenant. (We will
help you to try and resolve any areas of dispute within a reasonable time obtaining
quotations, estimates or arranging contractors on your behalf in accordance your
instructions). Once you and the Tenant have agreed how the deposit should be
allocated, we will ask you both to confirm your agreement in writing. We will then pay
the deposit according to what you have agreed, within 10 days of receiving
confirmation of agreement from you and the Tenant(s). We cannot pay until we have
the Tenant's agreement. If you have joint Tenants, all of them must agree. Where the
Tenant does not respond to a proposal made for a deduction from the deposit, this will
not infer a dispute.

Where there IS a dispute about the deposit at the end of the tenancy

You must use reasonable efforts to reach a sensible resolution to the dispute as soon as
practicable after the tenancy ends. A Tenant can ask us to repay the deposit at any
time after the tenancy has ended. You must agree to us releasing promptly any part of
the deposit that does not need to be held back to cover breaches of the tenancy
agreement. We will take your instructions at the fime regarding the amount to be
withheld.

If the Tenant asks us to repay some or all of the deposit, and we do not do so within a
reasonable period from the date of the Tenant's request, the Tenant can notify the
Tenancy Deposit Scheme. The Scheme will then direct us to pay the disputed amount
to the Scheme.

We have 10 days, from and including the date we receive the Scheme’s direction, to
send in the disputed money. If we protect a deposit with the Scheme on your behalf,
you hereby authorise us to pay to the Scheme as much of the deposit as the Scheme
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requires us to send. We will contact you to keep you informed, but we will not need to
seek your further authority to send the money to the Scheme.

The Tenancy Deposit Scheme will review the Tenant’s claim and decide whether it is
suitable for independent alternative dispute resolution. Usually, this will take the form of
adjudication, but it may involve assisted negotiation or mediation. “Alternative” in this
context means an alternative to court proceedings. It is inftended to be a faster and
more cost-effective way of resolving disputes. The Scheme does not make a charge to
landlords or tenants for using the alternative dispute resolution service if it relates to an
Assured Periodic Tenancies.

If the Tenant’s claim is referred for alternative dispute resolution, we and you will be
invited to accept or contest the claim. You must notify the Scheme whether you agree
to submit the dispute for alternative dispute resolution within the timescales provided by
the Tenancy Deposit Scheme. If you do not respond to the Scheme by the deadline,
you will be freated as having given your consent to alternative dispute resolution.
Agents and Landlords are permitted to refer a dispute about a deposit to the Tenancy
Deposit Scheme. If you or we refer a deposit dispute to the Scheme, the Scheme will
contact the Tenant to confirm whether the tenant will agree to alternative dispute
resolution. If there are joint tenants, all the joint Tenants must agree a tenant who does
not contact the scheme to explicitly withdraw consent is deemed to consent to
alternative dispute resolution. If the Tenant (or all joint Tenants) do not agree to
alternative dispute resolution, and do not agree to the deposit deduction(s) you claim,
you will need to begin court proceedings if you wish to pursue your claim.

If the parties agree to adjudication, the adjudicator’'s decision is final and there is no
right of appeal. Further information about adjudication is available free to download
from www.tenancydepositscheme.com.

The Tenancy Deposit Scheme will pay the disputed amount to the person(s) entitled
within 10 days beginning on the date the Scheme receives notice of (a) the
adjudicator’s decision or (b) an order from the court that has become final or (c) an
agreement being reached between you and the Tenant(s).

If you order any work to be done at the property before a dispute has been resolved,
you do so at your own risk. There is no guarantee, if you incur expense, that a dispute
will ultimately be resolved in your favour.

Can you pay property-related bills on my behalf? (managed properties only)

Yes, we can pay property-related bills (with the exception of mortgage payments) on
your behalf and account to you on your rental statement. We are unable to make
payments without full funds on account. We retain a working float where a rent is paid
monthly, with an increased float to be retained when a rent paid quarterly/biannually
or annually. The amount of the reserve shall be at the discretion of our relevant Property
Manager in accordance with the requirements of the property and will not be less than
£200.

We cannot instruct contractors on your behalf unless we are in funds. If a situation arises
that requires funds above the float held one of our property managers will call you to
arrange an alternative payment. Please note that where you require a check out at
the end of the tenancy a reserve will be raised accordingly at the point where it is
identified that a Tenant will not be renewing their tenancy with you.

How do you engage a contractor? (managed properties only)

All contractors, whether arranged by us or by the Landlord are engaged on behalf of
the Landlord. The resulting confract is between the Landlord and the Confractor.
PGCLL is not a party to that contract. If the Landlord requires us to engage particular
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contractors, full details must be provided. These contractors must be suitably qualified
and insured. PGCLL is in no way responsible for confractors meeting their obligations.
We reserve the right to use our own contractors if, after reasonable enquiry, the
Landlord’s preferred contractors are unavailable, or in cases of emergency where we
have to act as Agent of Necessity (see below). All contractors are required to be
appropriately qualified, certified and insured.

We can accept no responsibility for any private arrangements made between the
Landlord and their preferred contractor, or their failure to undertake works.

What's an Agent of Necessity?

If the Landlord is unavailable or after reasonable enquiry we are unable to contact the
Landlord, we reserve the right to arrange works without notice to ensure that the
property meets statutory requirements, Health and Safety regulations, and complies
with best practice. If we are required to act as an Agent of Necessity, the Landlord
undertakes to fully reimburse us upon demand for all costs incurred.

How are costs covered?

You agree to reimburse us for any reasonable sums expended on your behalf and not
covered elsewhere in this agreement. You will also reimburse us in respect of any loss
incurred by us as a result of any act, omission, or representation made by you, or by
someone on your behalf, or in the event that you have provided false or erroneous
information. In the unlikely event that a payment we have made to you is incorrect or is
recalled from our client account by a bank or institution, you agree that you will
reimburse us the sum on demand.

What happens outside of office hours? (managed properties only)

Tenants calling us to report an emergency repair outside of office hours will be directed
to our answering service, which will provide them with details of a contractor(s) who
covers the area for emergency repairs.

PGCLL emergency contractors have been designated as such and are aware of those
situations which constitute a genuine emergency rather than an inconvenience. They
will take the minimum action required to make the property and Tenant safe and
minimise damage.

In the event that an emergency repair is required, we will nofify the Landlord and the
resultant invoice will be paid from the Landlord’s management reserve or incoming
rent. Where we do not hold sufficient funds to pay the invoice, the Landlord will be
asked to provide these and undertakes to reimburse PGCLL for any costs incurred in this
regard on their behalf.

Should the Landlord hold a maintenance contract for the property or any of the fixtures
and this covers emergency repairs e.g. a Britsh Gas Homecare agreement, the
Landlord is responsible for ensuring that the Tenant and PGCLL are provided with full
details of the policy. PGCLL will not be liable for an emergency call out invoice where
the Landlord cannot demonstrate that the Landlord has provided the Tenant with full
information of a maintenance contract or any alternative arrangements. Should the
Tenant not follow instructions provided and call out PGCLL emergency contractor
contrary to these, PGCLL will not be liable for any resultant invoice. The Landlord
undertakes to pay the contractor for services supplied and may wish to seek to reclaim
this sum from the Tenant via a payment from them or via the deposit at the end of the
tenancy.

In the event that a Tenant in a non-managed property calls out one of PGCLL’s
emergency confractors, the Landlord will be provided with a copy of the invoice and
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will be responsible for the charge. We will either deduct from incoming rent or ask that
the Landlord send the required funds.

How frequently do you visit managed properties?

We usually offer two visits to your property per year, one within the first 3 months of the
tenancy, and 6 months thereafter as appropriate. A written report will follow (usually by
email). Additional visits can be arranged by request. We cannot carry out inspections
for latent, inherent or structural problems.

Visits are not carried out by surveyors and they do not form part of any inventory check
and PGCLL will accept no responsibility in this regard.

Do you offer a vacant property management service?

Yes. We will make visits to the property, during which we will clear post, marketing
materials, newspapers etc and inspect for issues. The frequency of the visits will be
determined by the client, who must provide us with a schedule of required visits to
enable us to diarise these in advance. A short report will be produced and e-mailed to
you.

Most household insurance policies are invalid unless the property is visited at least once
a fortnight. The insurance company must be informed if the property is to be vacant for
more than 21 consecutive days. This notification is strictly the Landlord’s responsibility.

Any tasks additional to those outlined above will incur additional charges. We reserve
the right to increase these charges and will give the Landlord one month’s written
notice if we intend to do so.

Pets in properties

From 1 May 2026, tenants are able to request permission to keep a pet. The change
doesn’t remove a landlord’s right to refuse, however it does remove automatic refusal
without assessment.
Each request must now be considered individually and with documented reasoning.
Having a clear process and following it consistently will be essential.
One of the most significant changes in law is the infroduction of strict response
deadlines.
Landlords must:

+ Respond in writing within 28 days of receiving a formal written request.

« If further information is required, reply within seven days of receiving that
information, or within the remainder of the original 28-day period, whichever is
later.

If permission is refused, the reasoning must be clearly explained and based on
reasonable grounds. Tenants have the right to request a pet, not an automatic right to
have one.

Landlords can still decline where there is a legitimate and defensible reason. This may
include:

« A property that is clearly unsuitable, such as a large dog in a small flat without
outdoor space.

« Restrictions within a superior lease or freeholder agreement that prohibits pefts.
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« Genuine concerns about property damage, disruption to neighbouring residents
or the welfare of the animal itself.

Landlords can still decide whether to grant a fenancy to an applicant who already has
a pet.

What happens if a Tenant is in breach of their agreement?

Should we become aware of any breaches of the Tenancy Agreement, including non-
payment of rent, you will be informed accordingly. We will always endeavour to
remedy any breaches with the Tenants. If it becomes necessary to take action, you will
be responsible for instructing your solicitor and payment of all fees arising. If we are
required to attend Court on your behalf, there will be an additional charge depending
upon the amount of work involved.

What process is used to serve notice on the Tenants?

From the 1 May 2026, an APT can only be brought to an end using a Section 8 notice
and grounds for possession. A summary of the most commonly used grounds are
below, or for a full breakdown visit Gov.uk.

e if you or a family member wants to move into the property

« if you wish to sell the property

« If the Tenants have not paid your rent on time

« If the Tenants, or visitors commit antisocial behaviour in or near the property
« If the Tenant, or others living at the property, do not care for the property

properly

In some cases these grounds cannot require the tenant to vacate for the first 12 months
of a tenancy. The noftice will need to be served stating the date the Tenant is required
to leave and must give the correct length of noftice in line with Government guidelines.
If the Tenant does not leave by the end of the notice period, you will need to apply to
court to get the property back. This is called applying for a possession order.

At court, you must provided evidence that there is a valid reason to evict the Tenant.

What other safety regulations should | be aware of?
As a Landlord you need to be aware of and comply with the following safety
regulations:

» Fire and Furnishings (Fire) (Safety) Regulations 1988 plus (Amended)
Regulations 1989 and 1993

« Gas Safety (Installation and Use) Regulations 1998

» The Electrical Safety Standards in the Private Rented Sector (England)
Regulations 2020

» Homes (Fitness for Human Habitation) Act 2018

» Electrical Equipment (Safety) Regulations 1994

+ Smoke and Carbon Monoxide Alarms

» Building Regulations

» EPC Certification

« Water hygiene control
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Please be aware there may be amendments and additions to this list from time to time.

Safety Checks

All Landlords have a duty of care to ensure their Tenant’s safety.

We will arrange a Gas Safety and Electrical Installation Safety Certificate for each new
let and re-let unless already in place. If we are not asked to arrange any or all of the
above, Landlords must supply and keep us supplied with current certificates. We will
require a valid replacement certificate no later than 48 business hours prior to the
expiry of the current certificate. Should we not be in possession of a replacement
certificate, including from British Gas, we will act as Agent of Necessity and order a
replacement via our approved contractors. In the event that the Landlord arranges the
certificate directly and has provided contact details for their preferred contractor we
will attempt to place the order with them. If they are unresponsive or unavailable we
will proceed with booking our approved confractors without reference.

Gas Safety (Installation and Use) Regulations 1994 Amended 1998

Landlords must have all appliances, gas pipe work, valves, regulators and meters

at their properties checked annually by a Gas Safe registered engineer ‘to ensure that
an appliance is maintained in a safe condition so as to prevent the risk of injury to any
person’. Failure to comply with the Regulations means that the Agent, the Landlord, or
both are committing a criminal offence. The offence carries a penalty of six months
imprisonment and/or a fine which is currently a maximum of £5,000.

The Electrical Safety Standards in the Private Rented Sector (England) Regulations 2020
From 1st July 2020 Landlords must ensure every fixed electrical installation is inspected
and tested at least every five years by a qualified person. Failure to comply with the
Regulations means that the Agent, the Landlord or both are committing a criminal
offence. Failure to comply with these regulations can result in a substantial fine, or even
in the worst cases, imprisonment.

A qualified electrician can provide and Electrical Installation Condition Report (EICR)
and this document needs to be provided to the tenants before the commencement of
all tenancies.

The Electrical Equipment (Safety) Regulations 1994 and The Plugs & Sockets etc. (Safety)
Regulations 1994

These regulations state that supplying unsafe electrical goods is an offence. When an
unsafe appliance is found in a rented property, Trading Standards can check that the
Landlord has taken all reasonable precautions to avoid supplying an unsafe item.

In the event of an incident in a property involving electricity the Landlord must be able
to demonstrate that his supply and appliances are safe, this can only be done if a
professional check has been carried out.

PGCLL uses only fully qualified contractors to carry out both gas and electrical safety
tests. These contractors not only carry the correct professional qualifications but also
have Professional Indemnity Insurance.
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Homes (Fitness for Human Habitation) Act 2018

To comply with the legislation, landlords must take the necessary measures to ensure
that their properties are free of any hazards that would deem a property unfit for
occupancy.

In the case that a landlord fails o meet their obligations to provide a safe and healthy
home, their tenant has the right to take legal action for breach of contract. If the court
determines that a landlord has not provided a home that is fit for human habitation, a
landlord may be told to take the appropriate action to reduce or remove the hazard
and/or damages or pay compensation to their tenant.

Part P Building Regulations

It is a legal requirement that all electrical installation work carried out in dwellings from 1
January 2005 (whether professional or DIY) and regardless of whether the works are
minor or major, is done in accordance with BS 7671. Any such works carried out will
need to be certificated by a NICEIC approved contractor to show that they comply
with BS 7671.

The Furniture and Furnishings (Fire Safety) Regulations 1988

All furniture must carry a permanent label denoting that the furniture is fire-resistant. Any
furniture manufactured prior to January 1st 1950 need not comply, and thus ‘period’
and ‘antique’ furniture is usually exempt. Failure to comply with the regulations is an
offence and carries a maximum penalty of 6 months imprisonment and or a fine of
£5,000. There is also a further potential criminal offence.

Wood Burning Stoves & HETAS cerlificate

Any solid fuel appliance fitted since April 2005 will require a Certificate of Compliance,
HETAS certificate. This demonstrates that the installation complies with the relevant
Building Regulations and it is used to noftify the Local Authority Building Control
Department of the work that was undertaken. We would also recommend having the
chimney swept and the appliance serviced prior to and during the tenancy.

Smoke alarms and carbon monoxide alarms

A rental property is required to have a working smoke alarm on each floor. Living
spaces with solid fuel appliances must have a carbon monoxide alarm fitted and it is
good practise to fit one by all combustion devices. For more information, please visit.

https://www.gov.uk/government/uploads/system/uploads/attachment data/file/4585
50/Smoke _and carbon _monoxide alarms - Landlords.pdf

What is an Energy Performance Certificate (EPC), and do | need one?

An EPC shows the energy rating for a home and must be made available to all tenants
with information displayed on marketing material. EPCs are valid for 10 years and it is
the Landlord’s responsibility to provide. For more information please visit the
government website:
http://www.communities.gov.uk/documents/planningandbuilding/pdf/866773.pdf

New regulations make it unlawful for Landlords from 1 April 2018 to grant a new lease
on properties that have a minimum asset rating below an E on its EPC. Whilst there are
some circumstances that will lead to a period of exemption, it is imperative you advise
us as soon as possible if your property does not meet this required standard.
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What are my obligations regarding Legionella?

The Health and Safety Executive have issued a revised code of practice about the risks
of Legionella bacteria; this is based on legislation detailed in the Health and Safety at
Work Act (1974) and the Control of Substances Hazardous to Health Regulation (1994).
As a Landlord you need to ensure your water system is free of Legionella bacteria.

We recommend that a professional test and certification is carried out.

For more information, please visit.

www.hse.gov.uk/legionnaires/fags.ntm and www.hse.gov.uk/pubns/indg458.htm

What are the financial implications of renting out my property?

Property finance is a complex area and it is essential that Landlords (both resident and
non-resident in the UK) seek professional advice from a specialist adviser to comply with
their reporting obligations and ensure their rental income is appropriately taxed and
investment yields maximised.

Any financial information provided is a guide only.

Landlords residing in the UK

Do | have to pay tax on my letting income?

Yes, income tax is payable on rent received from property which is let. All profit you
make from letting should be added to your other taxable income for the year,
although the financial records for letting must still be kept separate. You have to pay
income tax if the total of your taxable income is greater than your tax allowances.

Can expenses be offset against the rent received?

Only those expenses incurred "wholly and exclusively" for the purpose of the let can be
offset against your letting income. These might include some mortgage interest (NOT
capital repayments or endowments), general repairs and maintenance, insurance and
agent's property management fees and any accountants fees for drawing up
accounts.

What records do | need to keep?

You need to keep a record of all income and expenditure incurred in relation to all
lettings. The records should show to whom payments have been made and from whom
income has been received. You are usually required to keep the records for five years
and 10 months from the end of the tax year.

Non-resident or overseas Landlords (NRL)

What is my tax position?

The law states that all Landlords renting a property within the UK whilst living outside the
UK must have tax deducted at source by their agent unless formal approval is obtained
from HM Revenue and Customs. The profit arising from rental income (less allowable
expenses) is subject to tax at the basic rate. The relevant paperwork needs to be
submitted fo HMRC in good time in order that appropriate authorisation is passed to
our accounts department.

How does the Non Resident Landlord tax process work?
The Revenue operates a system of “approval” for non-resident Landlords to receive
rents gross. Landlords have a choice between:
« applying for approval, receiving rents in full and paying the tax due at the end
of the tax year; or
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« dallowing the agent to pay tax quarterly on their behalf, deducted from the rent
received. An administrative charge will normally be made for this service
Most of the costs associated with residential letting are allowable as deductions so tax
is only payable on the net rent received after these costs have been deducted. If the
agent deducts tax and pays it to the Revenue on behalf of a Landlord, they will issue a
yearly certificate declaring how much has been paid to the Revenue. This can then be
used to set against a Landlord’s total tax liabilities.

To receive UK rental income gross, application forms should be completed and sent to
the Inland Revenue for approval: www.gov.uk/tax-uk-income-live-abroad/rent

These forms (usually NRL1) must specify the letting agent, as they are non-transferable.
The code assigned to PGCLL is NA 010491 registered address 1-3 Church Street,
Leatherhead, KT22 8DN.

If rent is paid directly by a Tenant to a non-resident Landlord or to his UK Bank account,
the Tenant must also follow the above procedure. Interest is not paid on monies
retained for tax purposes.

All Landlords should be aware that agents are required to submit a form annually to
HMRC detailing the names of Landlords, the property address and the rent received.
For more information please visit www.hmrc.gov.uk

What consent do | need to let?

Please ensure you have permission from your mortgage company to let the property.
As a Landlord, you will be responsible for insuring the building and any of the contents
listed on the inventory. It is important that you inform your insurance company that the
property will be let, as some companies do not offer insurance for Tenanted properties.
If your interest in the property is leasehold, you may be required to obtain consent from
your Superior Landlord and the Block Manager.

What other documentation do you need from me?
As per the European Parliament Money Laundering Directive and the UK Government’s
Laundering Regulations 2007, we require evidence of your identity. Please provide us
with one primary piece and one secondary as soon as possible. All documentation is
handled in line with our Privacy Policy.
Primary

e Full valid passport

* Valid HM Forces ID Card

« Driving licence (with photo ID)
Secondary

« Oiriginal utility bill

« Original council tax bill for the current tax year

« Oiriginal mortgage statement for the year just ended

« Firearm or shotgun certificate

e Original current account bank statement

« Original credit card statement (must be MasterCard, Visa or American Express)

with a copy of both sides of the card itself.

Are you able to forward my post?
Please ensure that a mail divert is put in place with Royal Mail in order that you
confinue to receive your post.
www.royalmail.com/personal/receiving-mail/redirection
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We are happy to forward any post that is either passed to us or found by us at the
property. All postage costs will be passed to the Landlord. PGCLL cannot take
responsibility for post not forwarded by the tenants.

Privacy policy

Our Privacy Notice is infended to be read in conjunction with Terms of Use, and Cookie
policy contained on our website and any other documents referred to within this policy.
We ask that you read this privacy policy carefully as it contains information on who we
are, how and why we collect, store, use and share personal information, your rights in
relation to your personal information and how to contact us. It also contains
information on the correct body to contact in the unlikely event that you have a
complaint that we cannot address.

Patrick Gardner & Co, Patrick Gardner & Co Residential Lettings Ltd, and Paftrick
Gardner Management Co. Ltd (as a group of Companies) are Data Controllers, are
bound by the requirements of the General Data Protection Regulations (GDPR).

A full copy can be found www.patrickgardner.com/privacy-policy

If you have a complaint about the way we handle your personal data, please contact
us at privacy@patrickgardner.com or Pafrick Gardner & Co 1-3 Church Street,
Leatherhead, Surrey, KT22 8DN. In addition, you have a right to raise a concern with the
UK’s information regulator, the ICO: https://ico.org.uk/.

Complaints handling procedure

We are committed to providing a professional service to all our clients and customers.
When something goes wrong, we need you to tell us about it. This will help us to
improve our standards.

We will where appropriate, make reasonable adjustments for consumers who might be
disadvantaged because of factors such as their age, infirmity, disability, lack of
knowledge, lack of linguistic or numeracy ability, economic

circumstances, bereavement or do not speak English as a first language.

If you have a complaint, please put it in writing, including as much detail as possible.
We will then respond in line with the timeframes set out below (if you feel we have not
sought to address your complaints within eight weeks, you may be able to refer your
complaint to the Property Ombudsman to consider without our final viewpoint on the
matter).

What will happen next?

* We will send you written acknowledgment of the receipt of your complaint within 3
working days of receiving it, enclosing a copy of this procedure.

* We will then investigate your complaint. This will normally be dealt with by the office
manager who will review your file and speak to the member of staff who dealt with
you. A formal written outcome of our investigation will be sent to you within 15 working
days of receipt of the original complaint.

* In the event the complaint is directed at the office Manager, then the complaint will
be investigated by a Manager located at a different geographical location and again
a formal written outcome of our investigation will be sent to you within 15 working days
of receipt of the original complaint. In the event the complaint is directed at a
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company Director, then the complaint will be investigated by another Director and
again a formal written outcome of our investigation will be sent to you within 15 working
days of receipt of the original complaint.

* |f, at this stage, you are sfill not satisfied, you should contact us again and we will
arrange for a separate review

to take place by a senior member of staff.

* We will write to you within 15 working days of receiving your request for a review,
confirming our final

viewpoint on the matter.

* If you are still not satisfied with our final viewpoint (or more than 8 weeks has elapsed
since the complaint was first made) you can request an independent review from The
Property Ombudsman without charge.

The Property Ombudsman

33 The Clarendon Centre

Salisbury Business Park

Dairy Meadow Lane

Salisbury

SP1 2TJ

admin@tpos.co.uk

01722 333 306

www.tpos.co.uk
www.tpos.co.uk/consumers/make-a-complaint

Please note the following: You will need to submit your complaint to The Property
Ombudsman within 12 months from the date of our final viewpoint, including any
evidence to support your case. The Property Ombudsman requires that all complaints
are addressed through this in-house complaint procedure, before being submitted for
an independent review.

PG & CO LL GUIDE V11 Page 16



Landlord Check List

The checklist below is a handy pre tenancy reminder to go through before letting your
property. We also highly recommend that you provide the Tenants with a brief guide of
your own, usually in a lever arch file, outlining useful information about the property,
including copies of appliance instructions, details of utility suppliers, refuse collections,
window cleaners and gardeners, if applicable.

PGCLL documents
Landlord’s questionnaire
Owner’s instruction and
declaration
Overseas tax exemption
certificate (if applicable)
2 forms of identification
Signed Terms of Business
Any Insurance terms to be
passed to Tenant
Any relevant Head Lease
covenants to advise Tenant
of

Insurance
Building insurance
Contents insurance

Consents to let
Mortgage lender
Freeholder (if applicable)
Insurer

Garden
Organise seasonal fidy
Arrange gardener for on
going maintenance (if
applicable)

Property maintenance
Professional clean
Chimney swept
Cesspit or septic tank
emptied
Qil tanks full
LPG gas boftles full
Arrange Inventory check
All valuable items removed
Arrange any pre tenancy
maintenance

Safety regulation
Landlords Gas Safety
Record
Electrical Safety Certificate
Fire and furnishings
compliance
Smoke alarms and Carbon
Monoxide Alarms tested
Legionella Risk Assessment
Energy Performance
Certificate
HETAS Certificate

Post
Arrange for the redirection
of mail with the post office

Keys (Front door two sets if
unmanaged and three sets if
managed - labelled)
Front door
Back door
Out buildings/Garage
Window locks for each
window

Appliance manuals
Washing machine
Fridge/freezer
Tumble dryer
Oven
Microwave
Dishwasher
Central heating
Boiler
Hob
Alarm

Utilities and bills
Gas
Electricity
Water
Council tax
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Telephone Broad band supplier
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