Important Information from
The Letting Company.
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A Message from the Directors
Here at The Letting Company, we constantly monitor our competitors to make sure that
the service we offer you is the very best.
Recently, we have noticed a significant increase in new letting agents entering the
market; whilst we continue to go from strength to strength as a company, we feel it is in
your best interests to read our opinion on this below:
We have over 30 years of invaluable experience within our industry - it is crucial that you
choose an agent who is experienced. The laws affecting residential lettings are
frequently changing and we are committed to training and educating our staff to the
very best industry standards; we will - at any time - happily provide you with copies of
our compliance certificates. Unfortunately, new agents don’t have this precious
knowledge at the very outset, and we often see costly mistakes being made.
Many new agents will offer attractive deals to sign up with them. They do this because
they will have little or no existing stock - it is a common way of obtaining new
instructions. The Letting Company manages in excess of 400 properties; even so we are
happy to not only match, but beat any offer you have in writing from any of our
competitors. This means you can rest assured you are getting the best deal possible,
whilst benefiting from the services of an established, experienced letting agent.
We were the first agent in the area to offer free advertising, free leases and free
inventories; this shook the local agents considerably, and many have since followed suit.
We see ourselves as market leaders, constantly reinventing ourselves to meet the varied
needs of our clients.
Our people are hand chosen industry professionals. Unlike other letting negotiators, our
staff work to targets and are paid bonuses; we feel this gives them the incentive to get
your property let to the right person, in the shortest possible time.
The rest of this document includes general advice to Landlords. Whether you are a first
time landlord or handle a large portfolio, we hope you will find this overview of the
process helpful. We have also included a price comparison chart for your convenience.
Thank you for your interest in our company, and we hope to do business with you soon.

The Letting Company
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Comparison of Charges
The figures in the table show the annual fees from one of our competitors based on a
property in Sheffield achieving £500 PCM:
Service

Competitor Fee Structure

Tenancy set up fee
Letting service fee

£395.00 + VAT
£461.54 + VAT (4 weeks rent)

The Letting Company Fee
Structure
£0.00
£0.00

Property marketing

£137.50 + VAT

£0.00

Management fee

14.4% + VAT per month

10% + VAT per month

Total for the first 12 months:

£1858.04 + VAT

£600 + VAT

Tenancy renewal costs

£150.00 + VAT

£0.00

Copies of statements

£2.50 + VAT (per month)

£0.00

Annual tax statement

£100 + VAT

£0.00

Deposit dispute negotiations

£250 + VAT

£0.00

Deposit dispute handling

£250 + VAT

£0.00

Additional property visits

£39 + VAT (per visit)

£0.00

Admin to organise gas safety

£45 + VAT

£0.00

Total for the additional services:

£864.00 + VAT

£0.00

Other tenancy costs*:

We will provide the same service at a fair price. We never have, and never will, charge any
hidden or extra costs – all aspects of our management service are included in the monthly
management fee.
Our management fee remains at 10% + VAT (negotiable for portfolio landlords).

* The additional charges listed are not the competitor agency applies for none-mandatory
services, and not their complete range.
Source: https://www.haybrook.com/media/10761/hay-let-memberships-fees_1019_digital.pdf
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Levels of Service
Outlined below are details of our services. However, we maintain a flexible attitude, and are
generally able to adapt our service to meet our clients’ individual circumstances.

Full Management of Your Property
We will market the property and carry out viewings, leading to the introduction and vetting
of a prospective tenant. Once the prospective tenant has passed necessary referencing, we
will prepare all documentation including the tenancy agreement, inventory, standing order
form etc. The paperwork also includes a signed declaration confirming the tenants have
received all the relevant documents required by law (i.e. gas safety certificate, energy
performance certificate and so on).
Upon moving the tenant into the property, we will collect a security deposit - also known as
a bond - on your behalf and register this with an approved bond scheme. We will process
initial monies, and credit to your nominated bank account. We will arrange for the rent to
be paid to you each month in this manner. During the tenancy, we will carry out periodic
inspections and within the confines of our management agreement; recommend, oversee,
and account for any necessary repairs.
Towards the end of the tenancy, we will liaise with the Tenant and either renew or check
out the tenant as applicable. Should the tenant decide to vacate once the lease has expired,
we will find you another tenant free of charge.

Tenant Find Only
We can also offer a let only service, of which we charge £295 + VAT. Some Landlords prefer
to manage their own property, and have the time and experience to be able to do so.
Our Tenant Find Only service includes:
•
•
•
•

Marketing and advertising,
Find and vet a prospective tenant
Prepare agreement
Carry out check in.

From this point on, the property will be the Landlord’s responsibility. This includes arranging
necessary certificates (gas, energy performance, electrical), transfer utilities, dealing with
rent collections/arrears as well as all repair/maintenance issues that arise throughout the
tenancy. In accordance with the law, you must also ensure that any bond you receive is
registered within 30 days of the tenancy commencement.
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Full Management – What’s Included?
Most agencies offer a full management service, but what exactly does this include?
Rent Collection

This is probably at the forefront of your mind. How do we make sure you get what’s owed?
We don’t get paid unless you get paid, and we don’t invoice for management as we deduct
our 10% from the rent that we collect for you. If, for example, your tenant only pays £50 of
their rent, we only get £5 – it is our number one priority to ensure your rent is paid in full
and on time, as it’s in our best interest too.
If the worst happens and a tenant doesn’t or can’t pay, then we start our collection process.
•
•
•

Day 7: If they haven’t paid a week after the due date, we get in touch. We make the
initial call and, if needs be, we email and text.
Day 14: the tenant(s) receive a written warning.
Day 21: a second and final warning is sent out and if they still haven’t been in touch,
then we begin the process of serving notice.

Through all of this we continue to call, email and text the tenant(s) as well as make site
visits.
We have plenty of experience dealing with the right notices and court proceedings. If it
reaches the point where we must proceed to the courts, we handle everything from start to
finish, and you never need to step foot in the court room.
It doesn’t stop there either. Even after the tenant leaves, we handle the recovery of any
outstanding rent or costs with the help of our legal team, Direct Collection Bailiff Ltd (widely
recognised from the Channel 5 show “Can’t Pay? We’ll Take It Away!”). They apply a small
charge to you of £66 including VAT, and the rest of the costs are levied onto the tenant’s
account.
Inspections
You want to make sure your property is being looked after, and that your tenants have
everything they need too. That’s why we carry out regular inspections at your discretion.
For new tenants we will check at months three, six, nine and 12 for the first year. Then we
will visit every six months, or more often if you require. We find if we are visiting every
three months beyond the first year, tenants can become unsettled. We’ve even found at
some inspections tenants have reported repairs they wouldn’t think to call in with, and it
has cut out any chance of the repair turning into something much more substantial.
Photos and reports can also be provided from every inspection, at no extra cost.
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Paperwork
No one likes paperwork; that’s why we handle it all for you.
Lots of agents charge extra for paperwork - some even charging in excess of just £200 just
for the inventory - but with us, it is included. From tenancy agreements to inventories,
tenant information brochures and any documents which legally need providing to the
tenant – we’ve got you covered.
Referencing
We handle all tenant referencing, including the essential Government Right to Rent checks;
it is now not only essential, but law, that we check every tenant has the right to rent in this
country. We obtain all other references too, from credit checks to employment and landlord
checks. It’s incredibly important to ensure that all applicants can not only safely afford the
property, but that they have carried out previous tenancies to a great standard.
Out of Office Emergency Line
You can’t plan when problems happen, sometimes it can in the early hours of the morning.
Regardless, we have a member of staff ready to take the call.
The call is diverted directly to a member of staff, not a contractor, so we can personally
handle it. We never exceed £150 plus VAT in an emergency, or less if requested. For
example, we will stop a leak to avoid further damage, but we will not carry out unnecessary
repairs at 2am without the landlord’s permission.
It not only cuts out the stress of you having to deal with problems both minor and major,
but it keeps you from having to deal with unnecessary things too – we have taken midnight
calls for lightbulbs which have burnt out and even decoration requests!

Property Safety Certificates
We cover you for all the certificates you need to rent a property out.
We handle everything from the obvious such as gas certificates, to more obscure things
such as Legionnaires Disease tests or EPC Energy certificates, which every property let to a
tenant after October 2008 has to have.
While electric tests are not demanded by law, we really cannot recommend enough that
every home has one in place. Every property legally needs a smoke alarm on each level, and
they must be replaced like for like; hard wired for hard wired or battery for battery. It is
legislation like that which we constantly keep up to scratch with so we can make sure you
are always covered. More information surrounding property safety can be found further
into this brochure.
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Rent guarantee – 100% cover, 0% worry
Non-payment of rent is probably a landlord’s biggest worry.
That’s why The Letting Co. are proud to offer rent and legal guarantee.
Example case
Put yourself in the worst-case scenario as a landlord - your tenant stops paying. One missed
month becomes two, and before you know it, you're losing more money to a solicitor for
eviction notices and court applications. Even if you're 100% confident you can handle the
mass of paperwork and court hearings there are for a possession (and you do have to be
100% confident, one small mistake could throw your entire case out of court), you'll still
have to pay a minimum of £355 in courts fees not to mention your time and the stress in
arranging all of this.
You've then got a whole host of problems if the tenant refuses to leave - further bailiff costs,
the average waiting time of 5-6 weeks for an appointment, even police attendance in some
situations. All the while, you're haemorrhaging cash to fund the mortgage - if you're
fortunate enough to own the property outright, you're still losing hundreds a month the
tenant should be rightfully paying to you.
Once a tenant owes 2 month's rent, the process is as follow:
•
•
•

2 weeks for the eviction notice to expire (for a Section 8, 8 weeks for a Section 21)
12-18 weeks to obtain a possession order
5-6 weeks for the bailiff to attend
There is also the waiting time for these applications to be processed by the courts which is
roughly a week in between each stage, racking your eviction timeline up to an average of 37
weeks from non-payment to possession.
The average rent in the UK (excluding London), as of June 2018, is £767 - at this rate, you
could face losing an average of £6549 in rent alone. This isn't taking into account the
minimum costs of £72 for the eviction, £355 for the courts and £121 for the bailiffs.
Can you really afford to lose an average of £7097 while evicting a problematic tenant?
What does it cost?
The cost of the guarantee is surprisingly cheap, at just £25 + VAT per month – saving you
not just a lot of cash, but a lot of worry too. There are no other hidden charges or
memberships costs, just £1 per day and you're completely covered.
As a new landlord, you will benefit for the initial 6 months completely free. You can also opt
for this to be deducted from your rental income, rather than having to manage the
payments direct.
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Facts and figures
The figures can be scary: The Government recently revealed figures which show bailiffenforced tenant evictions have increased by 88% in the 12 months leading to June 2016.
That’s 22,592 private rented tenants compared to just 11,989 in 2010/11.
What does the cover include?
The restrictions on evictions are understandably there to protect tenants from rogue cases,
but we want to do all we can to make sure landlords don’t suffer when the worst happens.
Working alongside Let Alliance, we can offer:
•
•
•
•
•
•
•

100% rent protection
Zero excess, with rent paid from the very first arrears meaning the bond stays in
place for any damages
Rent payable until vacant possession is obtained, with no time limit; all payments are
made immediately and regularly, not once the tenant has been evicted
All legal costs covered including notices of eviction, solicitor's charges and court
costs
A total claim limit of £50,000
Professional court attendance on your behalf
No paperwork or liaising with insurers – we handle it for you.

Tenancy changeovers are handled too. The cover is fully transferable so there are no gaps
when tenants change.
I've never experienced rent arrears - it's not worth it
So you've never had a none paying occupant. It may be that you feel that your house is in a
nicer area that you don't think would attract a bad tenant, or maybe you've struck lucky up
to now. So why do people stop paying? This could be absolutely anything from personal
financial downfall to a grudge with the owner. Common causes include:
•

Bereavement - Suffering a major loss in life can lead to stress and depression,
taking a major toll on someone's life - not to mention additional costs for funeral
arrangements and legal help. This can affect their day to day lifestyle and can even
lead to job loss.

•

Job loss - People lose their jobs every day, sometimes through no fault of their own;
illness, accidents at work, redundancies. Often people are made redundant without
any plan b - with no income and no savings, how can a tenant pay their rent? The
council can take weeks if not months to authorise an application for housing
benefits.

•

Delays in housing benefit payments - The council often take steps to ensure those
receiving benefits are rightfully entitled, during which time a pause is put on the
account. This can take weeks to resolve, all the while you're losing rent. Errors can
be made too, resulting in not only the tenant's application being cancelled but the
council coming to you for a refund of any incorrect overpayments made to you.
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•

Disagreement with the landlord - Some tenants may not see eye to eye with their
landlord, whether it be over repairs or a more personal matter and can stop paying
rent as a result. Tenants too often are mistaken by their rights to withhold rent,
which normally leads to arrears building up quicker than they can repay.

•

Unforeseen financial difficulty - In some circumstances, tenants have been known to
prioritise other finances above their rent. This includes council tax charges, utility
bills and even TV/broadband accounts. Larger companies put the pressure on
outstanding debts, which a landlord can find themselves effectively subbing the
tenant for as they pay this over their rent.

Any of the above reasons can strike at any time, and you need to be prepared for if it does.
Imagine your tenant fell behind, leaving you facing thousands in legal costs and lost rent,
not to mention the stress and sleepless nights.
Now imagine someone knocked on your door, offering to cover all of the lost rent and costs
if you handed them £30 without you needing to lift a finger - you wouldn't think twice.
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Useful Information for First Time
Landlords
Below we have noted some general advice you may find useful as a first time Landlord.

Preparing the property
We find that a good relationship with tenants is the key to a smooth running tenancy and as
property managers it is our job to maintain this relationship. If the tenants feel their home is
well maintained and in good decorative order, they are more inclined to treat the property
with respect and pay their rent on time.

General Condition
Electrical, gas, plumbing, waste, central heating and hot water systems must be safe and in
good working order. Repairs and maintenance are at the Landlord’s expense, unless tenant
misuse can be established. Interior decorations should be in good condition and preferably
plain, light and neutral.

Gardens
Gardens should be left neat, tidy and rubbish free. Tenants are required to maintain the
gardens to a reasonable standard, provided they are left with the tools to do so. However,
few tenants are experienced gardeners and if you treasure your garden - or if it is
particularly large - you may wish for us to arrange visits by our regular gardener.

Cleaning
At the start of the tenancy, the property must be in a thoroughly clean condition. At the end
of the tenancy, it is the tenant’s responsibility to ensure the property is in the same clean
condition. Where tenants fail to do so, a professional clean will be arranged at their
expense.

Information for the tenant
It is helpful to leave information for the tenant on operating the central heating system,
appliances and alarm systems for example. Duplicate manuals can be found online.

Furnishings
The modern tenant tends to rent middle to long term and usually have their own furniture.
It is expected to provide white goods in the kitchen i.e. fridge freezer, washing machine. The
Landlord must provide an oven by law. Personal items should be removed from the
premises, especially those of real or sentimental value. Some items may be boxed sealed
and stored in the loft (at the owner’s risk) but all cupboards/fitted units should be left clear
for the tenant’s use.
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“Should I furnish my property?”
The modern tenant tends to rent middle to long term and usually have their own furniture.
It is expected to provide white goods in the kitchen i.e. fridge freezer, washing machine. The
Landlord must provide an oven by law. Personal items should be removed from the
premises, especially those of real or sentimental value. Some items may be boxed sealed
and stored in the loft (at the owner’s risk) but all cupboards/fitted units should be left clear
for the tenant’s use.
If you are unsure, the simple resolution is to advertise your property with the option of
unfurnished/part furnished/ fully furnished giving the tenant a choice. This will ensure your
property appeals to a larger audience; however if you are unable to furnish it or prefer not
to; it should rent out without too much difficulty. We have compiled a list of suggested
furnishings below, to use as a guide.
Lounge
• Sofa and/or armchair
• T.V unit
• Coffee table
Dining Room
• Table and chairs
Kitchen
• Oven, hob and extractor hood
• Fridge freezer
• Washing machine (or washer dryer
where electric is the main source of
heat)
• Microwave

Bedroom
• Bed
• Wardrobe
• Chest of drawers
• Bedside table
Garden
• Lawnmower
• Spade
• Fork
General
• Curtains or blinds at every window

Legal Requirements
Properties offered to the rental market in England and Wales, must comply with certain
legal regulations. These are summarised below.
EPC (energy performance certificate)
From the 1st of October 2008, all properties on the market - for sale or to let - will require
and Energy Performance Certificate. If your house was previously on the market for sale and
had a HIP (home information pack), the good news is you will already have an EPC in place.
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The EPC is only required for houses or flats that are self-contained, and is valid for 10 years.
Energy Performance Certificates are part of a European law to make consumers more aware
of how energy efficient a building is. There are two ratings - one to show how energy
efficient the property is, and the other details the CO2 impact. We have a team of energy
assessors who can carry out your EPC at a cost of £75+VAT.
Failure to comply can lead to a penalty being imposed of up to £5,000.
Registration of bond
Tenancy Deposit Law was introduced on April 6th 2007 and provides protection for tenants
by preventing Landlords and agents from unfairly withholding a deposit. The scheme
protects all assured shorthold tenancies in England and Wales. Here at The Letting
Company, we tend to use My Deposits to register all bonds - the cost for registration is £60
+ VAT, which is payable for the registration of each bond either upon occupancy or renewal
of a tenancy agreement. If your existing tenant decides not to renew after their initial six
month agreement, and instead opts to roll onto a periodic contract, there will be no charge.
However, you are able to protect the funds with the Deposits Protection Service of which
there is no charge.
We register the bond on your behalf and supply the tenant with a copy of the registration
certificate, which they sign, as well as the legally required Prescribed Information. This is
basically a fact sheet explaining the scheme and process in detail to the tenants.
Please note:
The legislation surrounding the protection of Tenant’s deposit is very strict and we must
adhere to the law, which is why we will always register the tenant’s bond within the legal
time constraints. Failure to do so will result in the following:
•
•
•

The landlord will be instructed to pay the Tenant compensation equal to three times
the amount of the deposit within 14 days.
The landlord will be required to either return the deposit to the tenant, or lodge the
full amount with the government authorised custodial scheme.
The landlord will be unable to issue ‘notice-only grounds’ to regain possession of the
property under the Section 21 of the Housing Act 1988 until the deposit is protected.

As per government legislation, this is the Landlord’s responsibility - even if the agent has
carried out the duty.
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Health and Safety - Electrical
Under the Electrical Equipment (Safety) Regulations 1994 and certain other regulations,
electrical appliances and equipment in a tenant premises must be safe. As of 01/04/2021, all
tenancies must have a valid electrical installation condition report (EICR) in place; these last
for 5 years and can be conducted by any qualified electrician.
Sadly, there are around 30 deaths and 4,000 accidents annually in the UK involving electrics.
For the safety of all tenants, and reassurance for both parties, the new law ensures all
electrical aspects of the property are checked and safe to use.
Failure to do can result in consequences ranging from invalidated insurance to 6 months
imprisonment; it simply isn't worth the risk! On a fully managed basis, we will schedule and
administrate the electrical safety certificates.
Please refer to the below link for all information regards electrical safety in a rental
property:
https://www.gov.uk/government/publications/electrical-safety-standards-in-the-privaterented-sector-guidance-for-landlords-tenants-and-local-authorities/guide-for-landlordselectrical-safety-standards-in-the-private-rented-sector
Annual Gas Safety
Under the Gas Safety (Installation and Use) regulations 1998, every rental property in the
UK with gas mains must have a valid landlords gas safety certificate - it is Government
legislation that this is carried out annually by a GAS SAFE registered engineer (formally
CORGI registered), and for a tenant to have a copy within 28 days of moving in. We
recommend having this done approximately 1 week before your tenants move in.
On a fully managed basis, we will schedule and administrate the gas safety certificates.
Please refer to the below link for all information regards gas safety in a rental property:
http://www.gassaferegister.co.uk/advice/renting
Consumer protection – Fire
The Furniture and Furnishings (Fire Safety) regulations 1988 (amended 1989 & 1993)
provide that specified items supplied in the course of letting a property, must meet
minimum fire resistance standards. The regulations apply to all upholstered furniture, beds,
headboards and mattresses, sofa-beds, futons and other convertibles, nursery furniture,
garden furniture suitable for use within a dwelling, scatter cushions, pillows and nonoriginal covers for furniture. Pre 1950’s furniture and antique pieces are not covered by this
act. Items which comply will have a suitable permanent label attached. Non-compliant items
must be removed before a tenancy commences.
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Please refer to the below link for all information regards gas safety in a rental property:
http://www.firesafe.org.uk/furniture-and-furnishings-fire-safety-regulations-19881989-and1993/
Smoke and Carbon Monoxide Alarms
From the 1st October 2015, regulations require smoke alarms to be installed in rented
residential accommodation - the landlord must ensure that a smoke alarm is equipped on
each storey of the premises on which there is a room used wholly or partly as living
accommodation. Heat detectors are not considered sufficient – it must be a smoke
detector.
In some areas your local fire service will install battery operated smoke alarms free of
charge.
Additionally, landlords must ensure that there is a carbon monoxide alarm fitted in any
room that is used partly or wholly as living accommodation which also contains any
appliance which burns, or is capable of burning, solid fuel. This would include log and coal
burning stoves and open fires, even if they are not normally in use, but does not include gas
and oil boilers. If an open fireplace is purely decorative and not useable then it is not
covered by the regulations.
Gas is not a solid and so there is no requirement to fit one near a gas boiler. It is still
advisable as best practice however.
Failure to comply can lead to a civil penalty being imposed of up to £5,000.
Income tax
When resident in the UK, it is entirely the Landlord’s responsibility to inform the Inland
Revenue of rental income received, and to pay any tax due.
Where the Landlord is resident outside the UK, we as agents are required to retain and
forward any tax due to the Inland Revenue on a quarterly basis. This amount is equal to the
basic rate of income tax from rent received, less certain expenses. An application form for
exemption from such deductions is available from this agency, and further information may
be obtained from the Inland Revenue.
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The Tenants Fees Act 2019
As of 1st June 2019, most letting fees in England have been banned.
The Tenant Fees Act has seen a ban placed over most letting fees, and caps to tenancy
deposits paid by tenants in the private rented sector in England. The ban on tenant fees
applies to new or renewed tenancy agreements signed on or after 1 June 2019.
The aim of the Act is to reduce the costs that tenants can face at the outset, and
throughout, a tenancy. Tenants will be able to see, at a glance, what a given property will
cost them in the advertised rent with no hidden costs.
The ban means landlords and agents are no longer able to charge for:
•

Application fees

•

Referencing fees

•

Administration fees

•

Tenancy set up fees

•

Check in/out fees

•

Paperwork fees (including inventory charges)

•

Lease renewal/contract negotiation fees

•

Out of hours charges

•

General end of tenancy cleaning costs without proof this is required

There is a huge incentive on local authorities to enforce the new legislation. The initial
fine to a landlord is £5,000 per fee charged to tenants at the enforcement officer's first
visit - this is increased to £30,000 per fee charged to tenants or even a criminal
prosecution consisting of an unlimited fine and a ban if the landlord is found to
continue charging the fees.
At The Letting Company, we ensure you are 100% covered under all of the new laws
enforced under The Tenant Fee Ban 2019, taking the stress away.
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Mission Statement
We are a local independent firm specialising in residential lettings and property
management.
As specialists we are fully focused on the needs of the Landlord and unlike estate agents,
our loyalties are not divided between residential sales and mortgage business.
We understand that letting your property (especially for the first time) can be a worrying
experience, and with this in mind our most important consideration is providing you with
the best possible advice and finding the right tenant for your property. We can confidently
assure you that by instructing us to act as your letting and management agent, your asset
will be in professional caring hands.
We pride ourselves on offering a personal and friendly service, whilst at the same time
maintaining a high standard of competence and professionalism.
Our fees are competitive and we strongly believe that, combined with the service we offer,
they are unbeatable. We will never charge unnecessary administration fees or increase our
management rate mid-term.

And Finally…
We hope you have found this information useful and that from it, you can determine that
we provide clear, concise guidance throughout the letting process. We are transparent and
up front about our fee structure, for both landlords and tenants.
Further information may be found at:
www.thelettingco.com/our-fees
We are an established agent with over 30 years’ experience. If you were to sell your
property, you wouldn’t risk placing it with an estate agent who is a sole trader in their first
year of business - so why risk it with letting?
Trust one of Yorkshire’s largest independent letting agents to handle your property:

The Letting Company UK Ltd.
We won’t let you down.
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