
 

 

 

New Applicant Guide 

Fees to Tenants 

Upon reserving a property, applicants will be required to pay our agency fees, as follows: 

Holding Fee - £500.00 (Total cost to be paid to take the property off the market, this will be used to cover 

the expenses listed below and any monies leftover will be taken off your first month’s rent) 

 Deposit Protection Fee - £45.00 

 Tenancy Fee - £180.00 

 Reference Fee (per applicant over 18yrs) - £75.00 

 Guarantor Fee (if applicable) - £75.00 

In the event that the landlord declines to grant the tenancy, 

these fees (minus any expense already made) will be refunded 

to you in full. 

However the holding fee will be non-refundable if you decide 

not to proceed for any reason, or if you fail to provide 

complete and accurate information in your application. 

Additional Fees Mid Tenancy 

 Renewal of Tenancy Agreement - £90.00 

 

References 

As a minimum, we will require satisfactory references from 

your employer (or college), a previous or current landlord, and 

a credit reference report.  

We may also require a personal reference, and sometimes a 

guarantor. We may use the services of an independent 

referencing company to obtain and evaluate these references. 

 

 
Make sure before 

committing to a moving 
date, you have the 

necessary notice served if 
you are in rented 

accommodation. 

 
You will need to 

collectively earn at least 
30x the monthly rental 

amount in order to pass a 
reference. ie. For a 

property of £1000 pcm, 
your household income 

will need to be at last 

£30,000 per annum. 

 
A Guarantor may be 

considered if you fail your 
reference or do not earn 

the amount required.  



 

 

 

Rents 

Rents are normally quoted per calender month, and payable 

monthly in advance. The tenant is usually also responsible for 

Council Tax, Water rates, Gas, Electricity and Telephone costs. 

All rents are payable by bank standing order to our company 

bank account or direct to your Landlord’s bank account, 

dependant on the level of service we provide them. 

 

The Tenancy Agreement 

Once referencing has been satisfactorily concluded, the 

Tenancy Agreement (AST – Assured Shorthold Tenancy 

agreement) will be drawn up and sent to both the Landlord 

and Tenant for signature. 

If there are any amendments to be made, these will need to   

be agreed by the Landlord. 

 

Initial Monies 

Prior to the commencement of the Tenancy, you will need to 

transfer the following monies to us: 

 One Month’s rent in advance 

 Security Deposit: Equivalent of 1.5 months rent or 2 

months if pets are allowed 

These monies will be required as ‘cleared funds’ in our Client 

Account in order to allow you access to the property on the 

start date. Without ‘cleared funds’ we are not permitted to 

hand over any keys to the property. 

 

 
If you stop paying your 

rent, are late with a 
payment or do not pay in 

full, your landlord may 
begin eviction proceedings 

against you. 

 
Your Guarantor will be 

liable to settle your rent 
payments, should you fall 

into rent arrears. 

 
The Assured Shorthold 

Tenancy agreement (AST) 
is the most common type 

of agreement used by 
Landlord’s to let 

residential properties to 

private tenants. 

 
All deposits will be held 

with the Deposit Protection 
Service (DPS), which is 

one of the three 
Government –backed 

tenancy deposit schemes. 



 

 

 

Inventory and Schedule of Condition 

On the start date of the Tenancy, a time will be arranged for 

you to meet with our Inventory Clerk, who will have prepared 

the inventory prior to the appointment. At this time, you will 

be taken through the check in process, including taking of 

meter readings, testing of smoke and carbon monoxide alarms 

and logging the keys handed over. 

You will then receive a copy of the overall inventory within 2-4 

working days, and you will then be given an additional 7 days 

to come back to us in writing should you have any further 

queries regarding the report. 

 

During your Tenancy 

After you have had your check in, we will send out all 

necessary paper work, including a copy of the Energy 

Performance Certificate, Gas Safety Certificate (If applicable), 

the government How To Rent guide, and Deposit Prescribed 

Information, which you will need to keep in a safe place for the 

duration your tenancy. 

We will also confirm whether your property is managed by us 

or the Landlord directly, and provide you with the details of 

who to contact regarding emergencies, questions or queries. 

 

End of the Tenancy 

On receipt of notice from yourself or the Landlord, we will send you through details of what to do prior to 

your check out, in order to prepare the property before the key handover. We may also require access 

for viewings periodically for new applicants, of which we will endeavour to give you at least 24 hours 

notice. Once the Check Out has been carried out, the deposit release will then be discussed with either 

ourselves or your Landlord, dependant on the level of service we provide for the Landlord. 

 
Inventories and Check Out 

reports are required to 
protect both Landlord and 

Tenant regarding the 
condition of the property 

during the tenancy, and to 
ensure that any deposit 

claims are managed fairly. 

 
If your property is 

managed by us, we will be 
your first point of contact 

regarding any maintenance 
or rent queries. Please 

bear in mind however, we 
are unable to give the go 
ahead for works without 

your Landlord’s consent. 

 
If your property is 
managed by your 

Landlord, they will be your 
point of contact 

throughout the tenancy. 


