
 LANDLORDS INFORMATION GUIDE 
 

If you are an existing landlord or are thinking of investing in a buy-to-let property, then this guide is a 

helpful resource giving you a brief insight into the lettings process and answers some of the common 

questions posed to us by our existing landlord clients. 

  

Did You Know That We Are An ARLA Qualified Agent…? 

We are Qualified to Level 3 Standard in the Letting and Management of Residential Property with the 

Federation of National Property Professionals giving you the following benefits over non-qualified agents; 

 ARLA Qualified staff at Branocs Estates have passed professional exams relating to the law and practice 

of residential lettings 

 Staff undertake annual Legal & Practical training to stay up to date with the latest legislation 

 We adhere to High Standards of Professional Conduct and are regulated by the Property Ombudsman 

who provide an independent redress scheme. 

 We are fully conversant with Letting Laws and updated with Legislation changes as and when they 

occur 

 Our Client Accounts are audited annually by our chartered Accountants 

 We hold up to date Professional Indemnity Insurance in place to protect your interests 

 

Obtaining Permission to Let Your Property: 

Many home owners and prospective Landlords do not realise that you must obtain permission from your 
Mortgage company (if applicable) first, before going ahead and renting your property if your mortgage is 
not of the buy-to-let nature.  In our experience we have found that 99% of residential mortgage 
companies do grant you with consent to let, however there is sometimes a charge in lieu of this 
permission.  You must also obtain permission from your Insurance company and any joint owner or 
superior landlord. 

 

Income Tax: 
 
There are certain deductions that you can offset against tax on your rental income including any 
mortgage interest, repair bills, management costs etc.  The subject of income tax on rental property is 
complex and best dealt with by a tax expert so we would advise you to employ the services of an 
accountant for this purpose.  Should you need a recommendation for a local expert, please contact us to 
discuss further. 
 



Non-Resident Landlords (NRL’s): 
 
Non-Resident Landlords are those whose usual place of abode is outside of the UK. If one or all Landlords 
are Non-Resident in the UK or intend to live outside of the UK for more than 6 months each year, you 
must apply for approval to receive rent with no tax deducted from the Centre for Non-Residents (CNR). 

You will need to complete an NRL form online, then print it out, sign and send off to the HMRC. They will 
then send you an approval or refusal with a copy to us or your Tenant (whoever you stated on the 
application form). 
 
If Branocs Estates are collecting your rent but we do not receive approval from the Centre for Non-
Residents, we are obliged to deduct tax at the relevant rate directly from your rental payments and pay it 
over to the HMRC quarterly. This is a legal requirement and we and your Tenant must comply or face 
penalties for non-compliance. 

 

Responsibility for Costs and Outgoings: 

When you become a Landlord you remain responsible for the costs of any Mortgage, Buildings Insurance, 

Service Charges, Ground Rent, and also Maintenance Costs of the premises, it’s roof, the supply of 

services including central heating and water supply, the sewage system, and any appliances that you 

include within the tenancy agreement when first letting the property.  

Whilst the Tenant occupies your property they will be responsible for the payment of Utility Bills such as 

Electricity, Gas, Water, Sewerage, Council Tax, TV Licence, Telephone, Broadband, etc. Some Apartment 

Block Service Charges paid for by the Landlord include water supply/sewerage so on occasions a premium 

can be included in the rent in lieu of this. 

 

The law advises that the tenant should be responsible for remedying at their cost any damages caused to 

the property throughout their tenancy, as well as maintaining “the little things” such as a broken toilet 

seat, faulty light switch, or changing a light bulb or fitting. 

 

Maintenance of Gardens and Grounds: 

If your property is a leasehold flat/apartment with communal gardens, then usually your Service Charges 
to your block management company pay for the maintenance of the communal gardens by a third party 
contactor. 

If you are renting a house or flat with its own private garden then your tenant will be responsible for the 
maintenance of the garden unless you opt to supply gardening services, for which a premium can be 
included within the monthly rent.  

Tenants are only responsible for maintaining a garden up to a standard that is considered reasonable. For 
instance, you may have beautiful hedgerows and trees within your garden that are above head height 
and require specialist surgery to maintain them to a high standard.  The tenant would only be responsible 
for maintaining them to a reasonable standard, i.e. below head height, and would not be expected to 
bear the costs of professional tree surgeons. 

If you have a large garden for which you usually employ a gardener, then it may be sensible to offer his or 
her continued services to any new tenant. You do not have to pay for this but if you do, it would mean 
your garden is kept in its original condition before the property was let. Similarly, if you use a ride-on 
mower for cutting your large lawn, it would be sensible to include this in the Letting, although you would 
be expected to be responsible for its ongoing maintenance as it was provided and including within the 
initial letting. 



Letting Your Property, Furnished vs Unfurnished: 

We highly recommend providing your property unfurnished to suit the vast majority of Tenants.  Most 
tenants have their own sofa’s, beds, and household items and would prefer to take them with them.   We 
do find however that by including items such as an integrated oven/hob, or freestanding cooker, kitchen 
appliances such as a fridge-freezer, washing machine and dishwasher can make the property more 
appealing and often mean a faster letting.  Other furnishings that are advisable to provide in your initial 
letting are things like curtains and blinds, towel rails, bathroom mirrors and cabinets etc. 

If you do intend to let your property furnished, any soft furnishings must have the match-test symbol 
attached to show that they comply with 1988 Fire Safety Regulations.  

 
Condition: 
 
Brand New or Modernised properties will rent much quicker than tired and dated properties that are in 
need of a bit of a facelift! Today’s tenants require the same level of home as you would expect for your 
own home. 

So if your bathroom or kitchen needs replacing or your property could do with a lick of paint, it is worth 
doing in order to rent your property quicker and avoid any prolonged empty periods. Any improvements 
will also help to achieve a higher rental figure for a Brand New or Modernised property. 
When we conduct our initial rental appraisal with you, we will always make any recommendations and 
suggestions to you in advance of placing the property on the market. 
  
When it comes to handing over the property to your tenant (we call this the Check-In Day) you should 
hand the property over in the condition which you would expect it to be if you were moving in yourself. 
Everything should be thoroughly cleaned including the oven, hob, fridge/freezer, carpets, walls, skirtings, 
light fittings, windows, blinds, curtains, etc.  You will then have a nice and clean Inventory Report which 
means that your tenant will be required to return the property to you in no worse condition than when it 
was handed over to them, and it will be easier to identify damages caused by the tenant when the final 
inspection is made when they decide to vacate the property. 

If possible, we advise our Landlord clients to ensure that manuals/instructions for all appliances and the 
heating or alarm system are left in the property. 

 

Energy Performance Certificates: 

Current government legislation means that all properties listed For Rent within the UK must hold a valid 
Energy Performance Certificate (EPC).  This enables the tenant to make informed decisions over how 
energy efficient a property is, and gives an estimate as to how high your potential energy bills could be 
based upon standardised assumptions about electricity and heating usage. 
 
All of our managed rental properties hold valid EPC’s, and a full copy can be made available to the tenant 
upon request from one of our staff. 
 
The good news is that an EPC is valid for 10 years from the date of production which means that you do 
not necessarily need to order a new one each time you have a change of tenant.  If you do not already 
hold a valid EPC, we can obtain one for you at a cost of £75. 

 

 

 



Viewings: 

We request to hold at least one door key to gain access for viewings. Viewings can take place 7 days a 

week and all are accompanied by a member of Branocs Estates staff. We will always check and agree 

access for any viewings with you or your Tenant (if you have one) before entering the property. 

Before granting a viewing we find out as much information about the prospective tenant as we can such 
as whether they have any pets, whether they smoke, whether they have children or are in receipt of any 
benefits or DSS allowances.  However it is not until the actual viewing that we will be able to find out the 
finer details to discover if they are suitable for referencing or not. Some viewings can take just 5 minutes, 
others can take half an hour or even longer! 
 

Credit Reference Checks: 

We use a professional referencing agency called Let Alliance for our Credit Reference searches and we 
are also able to obtain a Rent Guarantee Insurance policy for you from the same firm if you should 
request this. 

If any tenant fails a reference due to having a low credit score, they can sometimes have a Guarantor 
who also has to be credit & reference checked before a tenancy is granted.  Alternatively they can opt to 
pay the whole term in advance if you agree to this. In this case, if we are handling rent payment on your 
behalf, we will hold their up-front rent payments and transfer them to you monthly when it falls due. 

Our strict procedures ensure that we only secure the highest quality tenants for your property.  We make 
it clear to our Landlord clients that we would only let to a tenant that we would be happy to secure and 
house in a property of our own. 

 

Preparing The Tenancy Agreement: 

Our standard Assured Shorthold Tenancy Agreement is a very thorough legally binding contract which has 
been drawn up by qualified legal representatives who specialise in property law, and is updated regularly 
in accordance with any revisions in Rental Law. 

There are hundreds of different Tenancy Agreements that can be purchased or downloaded from the 
Internet, but these can be very basic and may not include some of the specific detail that ours does, 
which we include in order to protect you, the Landlord, and ensure that your property is looked after and 
returned to you in the same condition as when you first made it available for rental. 

The minimum legal term for an AST (the most common type of Tenancy) is 6 months and the maximum is 
3 years. For any period that is longer than this, it becomes a Non-Housing Act Tenancy and is signed as a 
Deed. 

We find that most Landlords & Tenants prefer 12 month tenancies. The average total tenancy length is 
approximately 21 months according to recent ARLA statistics. It is best to be flexible on tenancy periods 
to open yourself up to as many potential Tenants as possible. 

At the end of a tenancy we shall write to both you (the Landlord) and the tenant to ascertain whether 
both parties are interested in renewing the existing agreement.  If both parties with to renew, there are a 
number of options including a new fixed term tenancy agreement for an agreed period, or you can allow 
the initial tenancy agreement to roll over to a monthly periodic tenancy, known in law as “statutory 
periodic”.  If we manage your property on your behalf, there will be no charge made to the landlord for 
renewing the tenancy agreement, however the tenant may be responsible for an administration fee. 
 
 
 



 

Gas Safety Regulations: 

A Gas Safety check must be carried out annually for all gas appliances within the property whilst it is 
being let, and a gas safe certificate issued.  A copy of this certificate should be held by you, the tenant, 
and us as the managing agent. 

We can arrange a Gas Safety Check for you by our trusted engineer who is registered with Gas 
Safe,  which replaced CORGI on 1st April 2009.  If you already have a current Gas Safety Certificate, we 
will need a copy of this before the Move-In day to ensure that the property is safe. 

 
Electrical Safety: 
 

Although it is not a legal requirement at present (we’re fairly certain it soon will be!)  it would be a good, 
safe practice to have the electrical wiring system tested & all electrical appliances PAT tested before 
renting your property. 

We can arrange for an NICEIC qualified electrician to carry out the relevant checks if required. Please 
contact us for further advice on this matter. 
 

Inventory: 

A detailed Inventory is as important as the Tenancy Agreement itself. We use a qualified and 
independent Inventory Clerk who is registered with APIP (Association of Professional Inventory Providers) 
to carry out our initial Inventory reports, and depending on the size of your property, these can be 
provided for between £75 and £150.   

The Inventory ensures that the Contents and Condition of your property are recorded fully & accurately 
before your Tenant moves into the property. Without a detailed inventory, you cannot claim any costs for 
dilapidations at the end of the Tenancy from the Tenants Deposit money. 
 

Tenancy Deposit Protection: 

 
Tenants deposits must be protected with one of the government backed Deposit Protection providers.  
There are a few providers out there including The Deposit Protection Service, My-Deposits, but we opt to 
use The Tenancy Deposits Scheme (TDS).  Deposits must either be sent to one of the government backed 
schemes, or insured via one of the regulated providers.  Failure to protect the tenants deposit within the 
required timescale can lead to a fine of up to 3x the monthly rent, and can also mean that you are unable 
to serve a section 21 notice in order to end the tenancy agreement with your tenant. 
 

Move In Day: 

Before the move-in day, we will collect two set of keys for the tenant and a further set to keep if we are 
managing the property on your behalf.  

It is best to avoid any problems at the start of the tenancy as this does not set a good example to the 
tenants at this early stage. 

If you opt for our Full Property Management service, we will take the Gas/Oil, Electric & Water meter 
readings (if applicable), and advise all the utilities companies including the local Council Tax department 
of your new tenants details for billing purposes. 

It will also help to avoid any initial queries from your Tenant if you have provided copies of all instruction 
manuals for the heating and any appliances in the property. 



 

Rent Payments: 

Rent payments are usually due calendar monthly on the same date that the Tenants moved into the 
property originally. If you choose our Full Property Management service, the payments are set up by us 
via Standing Order from the Tenants bank account and can take up to 3 working days to arrive into our 
bank account. The rent is then transferred to your account using a same day banking system (excluding 
overseas banks). 

If you choose our Let Only service, we will ask for your account details and arrange for a standing order to 
be put in place between yourself and the tenant. It is then your responsibility to ensure that ongoing 
payments are collected accordingly.   

 
Interim Visits & Inspections: 

Interim Visits (Inspections) of your property can be carried out at three monthly intervals. If not carried 
out regularly, the property condition could deteriorate rapidly with no inspections. 

Tenants must be given at least 24 hours written notice of any visits and this usually ensures they have a 
chance to clean & tidy up before our/your arrival. 

If you opt for our Full Property Management service, we will send both you and the Tenant a written 
report after the inspection, which will list any matters which need attending to. If there are urgent 
matters which are the Tenant’s responsibility, we may arrange a re-visit to verify these have been dealt 
with appropriately. 
 

Maintenance Issues: 
 
If we are managing the property for you, we are on-call for the Tenants 24 hours a day, 7 days a week if 
they have any urgent maintenance issues such as burst pipes, lack of central heating during cold periods, 
no electricity etc. 

Any problems reported will be investigated verbally over the telephone, then (if necessary) one of our 
approved contractors will be called out to assess the problem and provide you with a quote.  If you have 
a preferred maintenance man, please let us have his details at the initial letting stage so that we can hold 
their details on file for future reference. 

We will obtain your approval of all quotes before going ahead with any work. If there is an emergency, 
such as a leak and we are unable to contact you, we would have to call out an emergency contractor 
immediately to stop the problem without consultation with you. 
 

Final Check-Out: 

If we are managing your property, we will arrange a Final Check-Out appointment at the end of the 
tenancy. The Check-Out will be carried out by one of our team who will compare the Contents & 
Condition back to the original Inventory, checking it thoroughly. 

Any cleaning, repairs or maintenance differences are recorded. We then address these with the tenant 
and we use our professional experience and expertise in order to reach a satisfactory agreement 
between the Tenant & Landlord.  If no agreement can be reached verbally, we shall handle the resolution 
process on your behalf with the Tenancy Deposit Scheme. 

We will also take the final meter readings and close off the bills in the tenants name, and arrange transfer 
of the utility accounts back into the Landlords name. 

 


