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REDMAYNE ARNOLD AND HARRIS 
 
Redmayne Arnold and Harris are an independent firm of Estate, Commercial and 
Letting Agents based on Newmarket Road, Cambridge.  Since 1991 we have offered 
a full range of services including house valuations and sales, acquisition and disposal 
of leasehold and freehold commercial properties, stocktaking and valuations of 
farms.   Further information can be obtained from the website www.rah.co.uk or by 
contacting Nick Redmayne: 01223 819303, Christopher Arnold: 01223 819302 or 
Nick Harris: 01223 819315.  We are a member of the Royal Institute of Chartered 
Surveyors, National Association of Estate Agents and the Association of Residential 
Letting Agents.   
 
The Lettings Department  has been running since 1994.  There are four full time 
members of staff and a part-time accounts’ assistant.  You are assigned a Property 
Manager, who looks after the property throughout the let, enabling a continuity of 
service and knowledge of the different aspects of the property.   We understand that 
you, as a Landlord, are trusting us to look after one of your main assets and this 
needs to be well managed and maintained in order to give the best return on your 
investment.  The Buy To Let Scheme has brought many more houses and flats to the 
market, enabling prospective tenants to have a much wider choice.   
 
        
   

 
 
Lettings Manager 

 
  01223 819314 
 
 
 
         Property Manager 
 
         01223 819309 
  Property Manager 
 
  01223 819313  
 
 
         Accounts Clerk 
 
         01223 819310 
 
  Property Manager 
 
  01223 819316 



 
LANDLORD OBLIGATIONS: 
You have to confirm that you are the actual owner of the property and permission to 
let the property has to be obtained from each owner.  Each owner has to provide 
Redmayne Arnold and Harris with a copy of their passports. 
 
If electing a Power of Attorney to manage your affairs, we are required to hold a 
certified copy of the Deed stating this. 
 
Notify Redmayne Arnold and Harris immediately of any changes in details or 
circumstances. 
 
Confirm that you have the right to let the property and the necessary permissions 
have been sought from your mortgage company (if there is a mortgage held).  Some 
mortgage companies may require sight of a draft tenancy agreement.  If the property 
is Leasehold, then permission may need to be sought from the Residents Association 
or Head/Superior Landlord. 
 
Your insurance company will also need to be informed and permission obtained.  
There may be clauses in your insurance agreement or Head Lease that the tenant 
may need to act upon or adhere to and therefore we would need a copy of this to 
pass onto the Tenant.  Under the FSA (Financial Services Authority) Regulations 
which came into force on the 14th January 2005, Redmayne Arnold and Harris are 
no longer able to deal with any aspect of insurance and therefore cannot complete 
proposal forms or claim forms on behalf of the Landlord. 
 
Inform us if you are going to be resident overseas at any time during the tenancy.   
This is due to the need to obtain an Approval Number from the Inland Revenue.  The 
current basic rate of tax is 20% and this has to be deducted from the rent, unless an 
Approval Number is in place at the start of the tenancy. 
 
Comply with The Furniture and Furnishings (Fire) (Safety) Regulations 1988 (as 
amended 1989 and 1993). 
 
Comply with the Gas Safety (Installation and Use) Regulations 1998 (as amended). 
 
Comply with The Electrical Equipment (Safety) Regulations 1994; Part P Building 
Regulations (1st January 2005) (Electrical Safety in Dwellings). 
 
To maintain the property in good and tenantable repair (As required under Section 11 
of the Landlord and Tenant Act 1985). 
 
Supply at least three full sets of keys including garage and any other outbuildings 
and ensure that each set is clearly identifiable.  If only one set is provided, we will 
need to get other sets cut, at your expense.  Please use the Key Inventory at the end 
of these Fees and Terms. 
 
Agree for the property to be professionally cleaned including windows inside and out, 
carpets steam cleaned and curtains cleaned prior to the start of a new tenancy.  The 
Tenants are then required to do the same at the end of the tenancy and this helps to 
maintain the standard of the property. 



 
 

Advise Redmayne Arnold and Harris which utility companies you use and whether 
you have any contracts regarding the servicing of the boiler, for instance.  (see 
General Information) 
 
Advise Redmayne Arnold and Harris if there are any specific contractors you would 
like to use at the property during the tenancy.  However, any such contractor must be 
registered with an approved scheme. 
 
You would be responsible for all utility bills when the property is empty. 
 
Pay to the agent any agreed fees. 
 
 



 
 

AGENT OBLIGATIONS: FOR BOTH LET ONLY SERVICE AND FU LL 
MANAGEMENT SERVICE: 
Advise you on the types of tenancy available, whether it is an Assured Shorthold 
Tenancy or Company Let (which falls outside the Housing Act). 
 
Visit the property and provide you with an assessment of the likely market value 
achievable on your property.  This does depend on the time of year the property is 
available and how the property is presented. 
 
Explain how your property will be marketed in more detail. 
 
Advise what type of let you would like, whether fully furnished, part furnished or 
unfurnished: 
 
For Fully Furnished , the usual definition is: carpets and curtains, table and chairs, 
sofa, bookcases, white goods in the kitchen, cutlery, crockery and cooking 
equipment, beds, wardrobes and chest of drawers. We do however, recommend that 
only the bare essentials are left in the kitchen.  We also recommend that all personal 
belongings (including papers) are removed from the property.  This includes duvets, 
pillows, towels, pictures and photographs.  We ask that mattress covers are provided 
for beds.  For Part Furnished: carpets and curtains, table and chairs, sofa, beds 
(with mattress covers) and wardrobes and white goods.  For Unfurnished : carpets, 
curtains and white goods. 
 
All furniture and furnishings have to comply with the Furniture and Furnishing 
Regulations of 1988. 
 
Make sure all the necessary safety issues are complied with and the certificates 
produced, as these need to be handed to the tenants at the start of the tenancy.  
Smoke alarms fitted where required. 
 
Redmayne Arnold and Harris are unable to deal with any aspects of insurance under 
the FSA (Financial Services Authority) Regulations which came into force on the 14th 
January 2005.  Under these regulations, we will not be able to complete proposal 
forms or claim forms on your behalf. 
 
Arrange and accompany (unless otherwise authorised) all viewings on the property. 
 
Advise you of any suitable prospective tenants and obtain your permission to 
proceed further.  Carry out references and a credit check on the prospective tenants.  
Obtain guarantors where necessary.   
 
Arrange for an Inventory Clerk to draw up a detailed Inventory and Schedule of 
Condition of the property, once the house has been cleared of personal belongings, 
cleaned and is ready to be let.  The cost to be borne by the Landlord. 
 
Prepare the necessary Tenancy Agreement, including the inclusion of any special 
clauses and any other documents where necessary. 



 
 

Make sure that final meter readings are taken and the necessary authorities informed 
of the changes. 
 
Pay the rent and submit an itemised statement of income and our costs to you 
following the commencement of the tenancy. 

 



 
AGENT OBLIGATIONS: FULL MANAGEMENT SERVICE ONLY:  
Following the commencement of the tenancy we then: 
 
Demand and collect the rent as per the tenancy agreement. 
 
Send through monthly statements (additional copies can be sent to accountants) 
showing the rent collected, any deductions and the amount paid to you.  Landlords 
are paid between the 10th and 15th day of the month, usually by BACS payment.   We 
will not be liable for any loss which may occur as a result of any delay in making 
payment to you. 
 
Further to RICS Regulations our bank details are: Barclays Bank, Newmarket Road, 
Cambridge.  Account Name: Redmayne Arnold and Harris Clients Letting Account, 
Sort Code: 20-17-19, Account Number: 30643262.  This is a non interest bearing 
account. 
 
Notify you if the rent is not paid or if it is being paid late.  We are unable to issue, for 
example, a Section 8 Notice, as a Solicitor is needed to carry this out.  Any Solicitor’s 
fees would be the responsibility of the Landlord. 
 
Be responsible for the day to day management of your property which may involve 
arranging for general repairs or maintenance to be carried out, subject to an agreed 
limit.  In an emergency, we reserve the right to carry out required repairs, even 
if the costs exceed the agreed limits, without furt her reference to you.   The cost 
of repairs is normally deducted from rental income.   
 
We will ensure that all contractors we instruct hold the appropriate insurance cover.   
 
If repairs are required, that are greater than the amount of monthly rent received, less 
our commission, you will be required to either settle payment of the relevant invoice 
directly with the contractor, or arrange for additional funds to be paid to us so that we 
may settle the bill on your behalf. 
 
Visit the property approximately every three months and send you a written report 
relating to each visit.  If you would like us to carry out additional visits we will be 
pleased to do so at a cost of £25 plus VAT per visit.  It is important to note that any 
visit will only identify visible or obvious problems at the property.   They will not 
include the checking of the Inventory and/or Schedule of Condition. 
 
At the end of the tenancy, the checkout will be carried out by an Independent Clerk 
using the Inventory and/or Schedule of Condition.  The Inventory Clerk will then 
report to us and we will make any deductions as necessary, subject to agreement on 
both sides.  We are a member of the Tenancy Deposit Scheme and hold the deposit 
in the non interest bearing Clients Deposit Account, as Stakeholder.  Further 
information regarding the Tenancy Deposit Scheme is included later in this 
document. 
 
Return the deposit to the tenant at the end of the tenancy after he/she vacates the 
property provided that he/she has, in our opinion, complied with the terms of the 
tenancy, the condition of the property is satisfactory and that the terms listed in the 
Inventory and/or Schedule of Condition are also satisfactory.  Provide the TDS with 
information regarding the return of the deposit, within the required period of time.  If 
there is a dispute regarding the deposit, send to the TDS with the relevant 
information for the Independent Case Examiner to adjudicate.   



 
 
GENERAL CONDITIONS: 
The following conditions apply both to our Let Only Service  and our Full 
Management Service: 
 
We may keep any fees we earn while acting on behalf of the Landlord.  
 
Where legal action is necessary against the tenant, eg: to recover any sums due 
under the tenancy or to obtain possession of the property, it will be your responsibility 
to instruct solicitors to commence proceedings.  You must pay the costs of such 
proceedings. 
 
If we need to attend a court or tribunal on your behalf, you may have to pay us 
additional fees. 
 
We will use our standard tenancy agreement.  If it is necessary to use any other form 
of tenancy agreement, eg: because your lender requires it, we reserve the right to 
charge an additional fee. 
 
If you are classed as resident overseas for tax purposes, we are responsible for 
deducting Income Tax at the basic rate of 20% on rental income from your property, 
unless the Inland Revenue provides us with an appropriate exemption certificate.  
We recommend that you seek advice from a tax advisor, if necessary.  If you do not 
obtain the required certificate to grant us exemption from deducting your tax, we 
charge a fee of £176.25 inc VAT per quarter.  
 
If a tenant introduced by us purchases the property from you, either in his/her own 
name or in the name of a nominee, you will be required to pay us a fee equal to the 
sole agency sales fee charged by Redmayne Arnold & Harris.  Under the Estate 
Agents Act 1979 (as amended 1991) we are required to provide a definition of the 
term sole agency as follows:   
“you will be liable to pay remuneration to us, in addition to any other costs or charges 
agreed, if at any time unconditional contracts for the sale of the property are 
exchanged with a purchaser introduced by us during the period of our sole agency or 
with whom we had negotiations about the property during that period or with a 
purchaser introduced by another agent during that period.”   
Also under the Act we are required to submit all offers to you in writing regardless of 
either the purchasers buying position or the level of the offer. 
 
We do not normally manage empty properties unless you have specifically instructed 
us to do so.  Where this service is provided an additional fee will be charged. 
 
We reserve the right to vary these Terms of Business and Fees on giving you two 
months written notice. 



 
 
TERMINATION: 
The following conditions apply to the termination of either a Let Only Service  or Full 
Management Service:  
·  If we are unable to let your property, you may withdraw your instructions by giving 

us seven days written notice.  In these circumstances we may be entitled to 
compensation for our costs involved in advertising and our services until the date 
of termination. 

·  If we consider that you are in breach of any regulation (whether statutory or not) 
relating to the property, we may give you seven days written notice of termination. 

·  Either you or we may end the agreement by giving not less than two calendar 
month’s written notice to the other, in line with the tenancy dates and subject to a 
minimum management term of 6 months.  If you give notice to end the agreement 
you must pay us all monies you owe us under the agreement up to the date of 
ending the agreement.  We reserve the right to charge for any fees due to us 
under this agreement up to the earliest possible expiry date of any existing 
tenancy agreement. 
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SERVICES WE PROVIDE: 
 
We can either provide a Full Management Service, Let Only Service or upon request 
a Rent Collection Only Service.  For both the Full Management Service and Let Only 
Service the following are applicable: 
 
MARKETING: 
 
Website:  We have a dedicated lettings website at www.rahlettings.co.uk and we find 
this is where the majority of our enquiries come from.  This is an interactive website, 
which allows tenants to search for properties, download application forms and 
reserve properties on-line.  We also have a link to the Cambridge Evening News 
website, and this is updated each time our website is changed.  The link is 
www.cambridge-news.co.uk/property 
 
Advertising:  We have an advert twice a week in the Property News ‘Rental Scene’ 
and 'Rental Guide' and often achieve regular features on our properties within these 
publications. 
 
Energy Performance Certificates:  As of 1st October 2008 any property which is 
marketed for let has to have an EPC produced.  This certificate has to be shown to 
prospective tenants on viewings.  The certificate is valid for ten years and the cost is 
£65 plus VAT.  This is done by NICHE Communications. 
 
To Let Boards:  We find this does help with the marketing of your property.  
However, a board is only erected after permission is obtained from you, as the 
Landlord. 
 
Mailing List:  We have a mailing list of prospective tenants and mail out our Property 
List to local businesses and relocation agents on a monthly basis. 
 
Brochures:  We produce brief details including colour photograph(s) and these are 
used on our display board in reception and to give to prospective tenants.   
 
SAFETY ISSUES: 
 
Gas:  If there is gas at your property, it is a mandatory requirement that a Landlord's 
Gas Safety Certificate is produced by a CORGI registered engineer.  This has to be 
done annually by law and a copy of the certificate given to the tenants at the start of 
their tenancy. 
 
Electrical Works:  There is no mandatory requirement to have an electrical check 
done, however, we do recommend one is carried out.  From the 1st January 2005 
new rules came into force controlling who can carry out certain works on certain 
electrical installations in property and the procedures around these works.  These are 
set out in the Part P Building Regulations (Electrical Safety in Dwellings).  In very 
general terms these regulations require that works, repairs and maintenance on 
‘electrical installations’ in certain areas of a property, are now known as ‘notifiable’ 
works and as such must be carried out by a ‘competent person’.  A ‘competent 
person’ is someone who is currently registered with an approved self-certification 
scheme, which monitors his/her competence.   Two schemes are ELECSA Ltd and 
NICEIC Certification Services Ltd.   We are not able to use a contractor unless 
he/she is part of an approved scheme. 



 
Furniture and Furnishing Regulations 1988:  All furniture and furnishings have to 
comply with these fire regulations.  Therefore any furniture or furnishings which do 
not have the correct labeling will have to be removed from the property prior to a 
tenancy.  
 
Smoke Alarms:  We ask that two smoke alarms are fitted at the property, one to the 
hallway, one to the landing (where applicable).  We recommend to the tenants that 
they check these regularly for their own safety. 
 
Maintenance:  In our experience we find that if a property is well presented, tenants 
will look after it.   Under Section 11 of the Landlord and Tenant Act 1985 the Landlord 
must carry out any repairing obligations which are:  (a) To keep in repair the structure 
and exterior of the property including drains, gutter and external pipes. (b) To keep in 
repair and proper working order installations for supply of water, gas, electricity and 
for sanitation; and (c) To keep in repair and proper working order the installations for 
space heating and water heating. 
 
OVERSEAS LANDLORDS:  
 
A number of our Landlords live and work overseas and an Approval Number needs 
to be obtained from the Inland Revenue, prior to the tenancy.  An Approval Number 
is issued (if house is in joint names then two Approval Numbers have to be sought) in 
order for us not to deduct tax at the basic rate of 20% from the rental income.  We 
recommend you seek advice from a Tax Advisor. 
 
TAX IMPLICATIONS/LAND REGISTRY: 
 
We have been advised that you have to declare the rental income to the Inland 
Revenue.  By the 5th October in the year the property was let out a tax return will 
need to be completed.  We advise that you keep all invoices relating to the property 
for six years.  We recommend you seek advice from a Tax Advisor. 
 
If you are buying a property as an investment, we strongly recommend the inclusion 
of your own address on the Landlord Registry document in order to stop any possible 
fraud from taking place.  Any letters from the Land Registry will automatically be sent 
to the second address given, as well as the property address. 

 
TENANCY AGREEMENTS AND INVENTORIES: 
 
An Assured Shorthold Tenancy Agreement is used under the Housing Act 1988 as 
amended 1996.  The usual period is for six months, after which point a further fixed 
term can be signed or the Tenancy runs onto a Statutory Periodic Tenancy.  This is 
after consultation with both you as the Landlord and the Tenant.  You do have to be 
aware that whilst we will do everything we can to secure a new tenant on your 
property, void periods may occur. 
 
We highly recommend a full Inventory and Schedule of Condition is carried out by an 
Independent Clerk, whether the property is furnished or unfurnished.  This acts as a 
safeguard to both you as the Landlord and to your Tenant.  This is also a vital tool at 
the end of a Tenancy should there be a dispute over the deposit.  Further information 
regarding deposits is found under Tenancy Deposit Scheme. 



 
TENANCY DEPOSIT SCHEME: 
 
We joined the pilot Tenancy Deposit Scheme for Regulated Agents on the 9th 
November 2005.   
 
New regulations, under the Housing Act 2004, came into force on the 6th April 2007. 
 
The Act requires anyone – Landlord or Agent – who accepts a deposit for an Assured 
Shorthold Tenancy, to belong to a designated scheme to protect the deposit. 
 
The scheme must also provide a resolution service should a dispute arise about the 
allocation of the deposit at the end of the tenancy.  
 
The Tenancy Deposit  – we are a member of the Tenancy Deposit Scheme, which is 
administered by: 
 
The Dispute Service Ltd 
P O Box 1255 
Hemel Hempstead 
Herts 
HP1 9GN 
 
Phone:          0845 226 7837 
Email: deposits@tds.gb.com 
Fax: 01442 253193 
 
If we are instructed by you to hold the deposit, we shall do so under the terms of the 
Tenancy Deposit Scheme. 
 
If you (the Landlord) decide to hold the Deposit yourself, we will transfer it to you 
within 5 working days of receiving it.  You must then register it with another Tenancy 
Deposit Protection Scheme within a further 9 working days if the Tenancy is an 
Assured Shorthold Tenancy.  If you fail to do so the Tenant can take legal action 
against you in the County Court.  The Court will make an order stating that you must 
pay the Deposit back to the Tenant or lodge it with the custodial scheme which is 
known as the Deposit Protection Scheme.  In addition a further order will be made 
requiring you to pay compensation to the Tenant of an amount equal to three times 
the Deposit.  You will be unable to serve a Section 21 Notice on your Tenant until 
compliance with the above conditions and the Court will not grant you a possession 
order.  We, as the Agent, have no liability for any loss suffered if you fail to comply. 
 
The Agent holds the tenancy deposits as Stakeholder. 
 
At the end of the tenancy covered by the Tenancy De posit Scheme 
 
If there is no dispute we will keep any amounts agreed as deductions where 
expenditure has been incurred on behalf of the Landord, or repay the whole or the 
balance of the Deposit according to the conditions of the Tenancy Agreement with 
the Landlord and Tenant.  Payment of the Deposit will be made within 10 working 
days of written consent from both parties. 
 
 
 
 



If, after 10 working days following notification of a dispute to us and reasonable 
attempts have been made in that time to resolve any differences of opinion, there 
remains an unresolved dispute between the Landlord and the Tenant over the 
allocation of the deposit it will (subject to the following paragraph) be submitted to the 
Independent Case Examiner for adjudication.  All parties agree to co-operate with 
any adjudication. 
 
When the amount in dispute is over £5,000 the Landlord and the Tenant will agree by 
signing the Tenancy Agreement to submit the dispute to formal arbitration through 
the engagement of an arbitrator appointed by the Independent Case Examiner 
although, with the written consent of both parties, the Independent Case Examiner 
may at his discretion accept the dispute for adjudication. The appointment of an 
arbitrator will incur an administration fee, to be fixed by the Board of the Dispute 
Service Ltd from time to time, shared equally between the Landlord and the Tenant.  
The liability for any subsequent costs will be dependent upon the award made by the 
arbitrator.   
 
The statutory rights of either you or the Tenant(s) to take legal action against the 
other party remain unaffected. 
 
It is not compulsory for the parties to refer the dispute to the Independent Case 
Examiner for adjudication.  The parties may, if either party chooses to do so seek the 
decision of the Court.  However, this process may take longer and may incur further 
costs.  Judges may, because it is a condition of the Tenancy Agreement signed by 
both parties, refer the dispute back to the Independent Case Examiner for 
adjudication.  If the parties do agree that the dispute should be resolved by the 
Independent Case Examiner, they must accept the decision of the Independent Case 
Examiner as final and binding. 
 
If there is a dispute we must remit The Dispute Service Ltd the full deposit, less any 
amounts already agreed by the parties and paid over to them.  This must be done 
within 10 working days of being told that a dispute has been registered whether or 
not you or we want to contest it.  Failure to do so will not delay the adjudication but 
The Dispute Service Ltd will take appropriate action to recover the deposit and 
discipline us.   
 
We must co-operate with the Independent Case Examiner in the adjudication of the 
dispute and follow any recommendations concerning the method of the resolution of 
the dispute.   
 
Incorrect Information 
 
The Landlord warrants that all the information he has provided to the Agent is correct 
to the best of his knowledge and belief.  In the event that the Landlord provides 
incorrect information to the Agent, which causes the Agent to suffer loss or causes 
legal proceedings to be taken, the Landlord agrees to reimburse and compensate the 
Agent for all losses suffered. 
 
 
 
 
 
 
 
 



 
 
There is no charge to the Landlord (under the Full Management Service) or Tenant 
for belonging to this Scheme. 
 
RENT: 
 
Redmayne Arnold and Harris request rents are received from tenants on the 1st day 
of each month.  We then make any deductions (contractor payments and our fees) 
and pay the rent to you by BACS payment between the 10th and 15th day of the 
month.       
 



 
REFERENCES:  
 
We take out references on prospective tenants and any guarantors, which are 
employment, previous Landlord (if applicable) and character references.  We also 
carry out a credit check using Equifax, a Credit Referencing Agency.  Any final 
decision regarding the tenants is at your discretion.  We will provide you with the 
information we have obtained, if you so wish.  We also request from the tenant(s), a 
copy of their passport. 
 
CONTRACTORS: 
 
The contractors we use have been known to us for a number of years and they all 
have the relevant insurance cover in place.  Their work is monitored and any issues 
dealt with accordingly. 
 
If a bill is over the amount of rent received, then we do ask Landlords to settle this 
directly with the contractor, or forward payment to us in order to settle the invoice. 
 
 
 



ADDRESS OF PROPERTY:………………………………………………………………. 
 

GENERAL INFORMATION ON THE PROPERTY 
FOR BOTH FULL MANAGEMENT AND LET ONLY SERVICES 

(Please detach the completed sheets and retain the rest of the document for 
your records) 

 
Location of Water Stopcock:   

Location of Meters:  Gas: 
 Electric: 
 Water: 
Location of Oil Tank (if applicable):   

Location of Septic Tank (if 
applicable):  

 

 
Council Tax Band:   
Utility Companies:  Gas: 

 Electric: 
 Water: 

Oil Supplier (if applicable):   
 

Service Contracts on Appliances:  Gas Boiler: 
  

 Other: 
  
 

Alarm (if applicable):  Code: 
 

Name of Maintenance Company:   
 

  
 

  
 

 Postcode: 
 Telephone Number: 

 I/we authorise Redmayne Arnold & 
Harris to arrange yearly contract: 
Yes:                       No: 

 
General Repairs:  I/we authorise Redmayne Arnold 

Harris to arrange for repairs up to 
£200 on my/our behalf: 
 
Yes:                        No: 

 Other amount: 
 

 Details of Any Preferred  
Contractor:  

Must be registered with an approved 
scheme: 

 
 
 

 
Rubbish/Recycling Collection Day:   

 



ADDRESS OF PROPERTY:………………………………………………………… 
GENERAL INFORMATION ON THE PROPERTY 

 
FOR BOTH FULL MANAGEMENT AND LET ONLY SERVICE 

(Please detach the completed sheets and retain the rest of the document for 
your records) 

 
Bank Details:  Account Name: 

The rent is paid to you by BACS   
on the 10 th-15th of the month less Account Number: 
any agreed deductions and fees  

 Sort Code: 
  
 Address of Bank: 
  

 
  

 
 Postcode: 
 

Details of Accountant/Additional 
Person to Receive Statement  

Mr/Mrs/Ms/Miss/Dr/Other: 

  
 

  
 

 Postcode: 
 

Overseas Landlords:  Are you living abroad during the term  
 of the tenancy?: 
 Yes:                              No: 

If Yes, please complete the 
following:  

NRL1 form obtained and completed: 
Yes:                               No: 

  
 

Passport: We require a copy of the 
passports’ of all registered owners of the 

property: 

Copy Enclosed: 
 
Yes:                              No: 

 
Head Lease (where applicable): Copy Enclosed: 

 
Yes:                              No: 

 
Any Other Information:   

 
  

 
  

 
  

 
 



 
 
 
 

KEY INVENTORY 
REDMAYNE ARNOLD AND HARRIS 

 
FOR BOTH FULL MANAGEMENT AND LET ONLY SERVICE 

 
(Please detach the completed sheets and retain the rest of the document for 

your records) 
 

Address of Property:   
 

  
 

  
 

  
 

 Postcode: 
 
 

Property Manager:   
 
 

Type:  Number of Keys: 
  

Porch Door:   
 

Front Door:   
 

Side Door:   
 

Back Door:   
 

Utility Room Door:   
 

Personal Door:   
 

Garage Door:   
 

Conservatory/Patio Door:   
 

Window Locks:   
 

Others:   
 

 
2008 

 
 
 



FEES:  – FULL MANAGEMENT SERVICE:  
 
For a Full Management Service , our fee is 12.5% of the monthly rental plus VAT 
charged at the current rate. 
 
Letting Arrangement Fee: There is a one-off set up fee for a new property which is 
charged at the commencement of the first let.   £100.00 plus VAT charged at the 
current rate 
 
Inventory:  This fee is charged for completing the Inventory/Schedule of Condition.  
This is an important document and requires detailed recording.  The Inventory is 
completed by an independent clerk, who is a member of the Association of 
Independent Inventory Clerks.  The cost of this is:  Variable 
 
Renewal Fee:  This fee is charged at the renewal of a tenancy, where a new 
agreement is signed for a fixed term or the terms are changed on the current tenancy 
agreement. 
 £50.00 plus VAT charged at the current rate 
 
Sourcing and Hanging of Curtains:   15% of total cost 
 plus VAT charged at the current rate 
 
 
 



 
ACCEPTANCE OF  
FEES AND TERMS 

OF BUSINESS 
REDMAYNE ARNOLD AND HARRIS 

 
FULL MANAGEMENT SERVICE 

(Please detach the completed sheets and retain the r est of the document for 
your records) 

 
Full Names of All Owner(s):  Mr/Mrs/Ms/Miss/Dr/Other: 

 First Name: 
Surname: 

 First Name: 
Surname: 

 
 

Correspondence Address:   
 

  
 

  
 

  
 Postcode: 

Email Address:   
Email Address:   

 
 

Telephone Number(s)  Home: 
 Work: 
 Mobile: 
 
 
Full Address of Property To Be Let:   

 
  

 
  

 
  

 
 Postcode: 

Telephone Number at Property:   
 
 
 

Property Available From:   
Approximate Length Of Let:   

 
 

Initial Asking Rent:                                      pcm 
 



 
Permission For A To Let Board To 

Be Erected At The Property:  
Yes                  No 

 
Type Of Tenants:  Single/Professional Couple/ 

Please Delete as Appropriate: Sharers/Family/Children/ 
 Smokers/Pets 
 

Is Water/Any Other Utilities  
Included In The Rent?:  

 
Yes:                           No: 

 
Gas Safety Certificate:  

 
 
 

I/we authorise Redmayne Arnold & 
Harris to arrange for this to be 
completed on my/our behalf: 
Yes:                               No: 
 
Copy Enclosed: 
Yes:                               No: 

 
Electrical Safety Certificate:  

 
 
 

I/we authorise Redmayne Arnold & 
Harris to arrange for this to be 
completed on my/our behalf: 
Yes:                               No: 
 
Copy Enclosed: 
Yes:                               No: 

 
Inventory:  

To be completed by Independent Inventory 
Clerk: 

I/we authorise Redmayne Arnold & 
Harris to arrange for this to be 
completed on my/our behalf: 
 
Yes:                                No: 

 
 

Tenancy Agreement:  
This does bind you to all terms contained 
in the Tenancy Agreement when we sign 

on your behalf: 

I/we authorise Redmayne Arnold & 
Harris to sign the Tenancy Agreement 
on my/our behalf: 
 
Yes:                                 No: 

 
  

Signed by All The Owners of the 
Property:  

Signed: 
 
 

 Signed: 
 
 

 
Date:                                      2008  

 
 



 
FEES: - FOR LET ONLY SERVICE:  
 
Fees:  Our fee for this service is based on half a months rent for a six month tenancy 
(subject to a minimum fee of £400) or a whole months rent for a twelve month 
tenancy.  These fees are subject to VAT at the current rate. 
 
Inventory:  This fee is charged for completing the Inventory/Schedule of Condition.  
This is an important document and requires detailed recording.  The Inventory is 
completed by an independent clerk, who is a member of the Association of 
Independent Inventory Clerks.  The cost of this is:            Variable 
 
Renewal Fee:  This fee is charged at the renewal of a tenancy, where a new 
agreement is signed for a fixed term or the terms are changed on the current tenancy 
agreement. 
 £50.00 plus VAT at the current rate 
 
Serving Notice:  This fee will be charged if you instruct us to serve any appropriate 
Notice on the Tenant. £30.00 plus VAT at the current rate 
 

 
Tenancy Deposit Scheme:  This fee is charged if you instruct us to hold the Deposit 
under the Tenancy Deposit Scheme         £10.00 plus 
VAT at the current rate 
 



ACCEPTANCE OF 
FEES AND TERMS 

OF BUSINESS 
REDMAYNE ARNOLD AND HARRIS 

 
LET ONLY SERVICE 

(Please detach the completed sheets and retain the r est of the document for 
your records) 

 
Full Names of All Owner(s):  Mr/Mrs/Ms/Miss/Dr/Other: 

 First Name: 
Surname: 

 First Name: 
Surname: 

 
 

Correspondence Address:   
 

  
 

  
 

  
 Postcode: 

Email Address:   
Email Address:   

 
 

Telephone Number(s)  Home: 
 Work: 
 Mobile: 
 
 
Full Address of Property To Be Let:   

 
  

 
  

 
  

 
 Postcode: 

Telephone Number at Property:   
 
 
 

Property Available From:   
Approximate Length Of Let:   

 
 

Initial Asking Rent:                                      pcm 
 
 



Permission For A To Let Board To 
Be Erected At The Property:  

Yes:                  No: 

 
Type Of Tenants:  Single/Professional Couple/ 

Please Delete as Appropriate: Sharers/Family/Children/ 
 Smokers/Pets 
 

Are Water/Any Other Utilities  
Included In The Rent?:  

 
Yes:                           No: 

 
Gas Safety Certificate:  

 
 
 

I/we authorise Redmayne Arnold & 
Harris to arrange for this to be 
completed on my/our behalf: 
Yes:                               No: 
 
Copy Enclosed: 
Yes:                               No: 

 
Electrical Safety Certificate:  

 
 
 

I/we authorise Redmayne Arnold & 
Harris to arrange for this to be 
completed on my/our behalf: 
Yes:                               No: 
 
Copy Enclosed: 
Yes:                               No: 

 
Inventory:  

To be completed by Independent Inventory 
Clerk: 

I/we authorise Redmayne Arnold & 
Harris to arrange for this to be 
completed on my/our behalf: 
 
Yes:                                No: 

 
Tenancy Deposit Scheme:  I/we authorise Redmayne Arnold & 

Harris to hold the Deposit under the 
Tenancy Deposit Scheme 
 
Yes:                                No:                         

Which Accredited Scheme are you 
a Member of regarding the Deposit:  

                                     

 
Tenancy Agreement:  

This does bind you to all terms contained 
in the Tenancy Agreement when we sign 

on your behalf: 

I/we authorise Redmayne Arnold & 
Harris to sign the Tenancy Agreement 
on my/our behalf: 
 
Yes:                                 No: 

 
Signed by All The Owners of the 

Property:  
Signed: 
 
 

 Signed: 
 
 

Date:                                      2008  
 


