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A SHORT LET is a fully furnished and equipped property that can be 
booked by guests for as little as one week. A significant number of people 

use Short Lets as a more cost effective and convenient solution to hotels, 
providing guests with the opportunity to “live” in an area and experience all 
that it has to offer. As a result, there is an ever increasing demand, particularly 
in Oxfordshire and the Cotswolds, for those seeking flexible, short term self-
catering accommodation. 

Guests typically include holidaymakers, university academics, film crews, 
insurance companies providing clients with temporary accommodation, clients 
who are between house moves and professionals who have interim work 
contracts. The rental price includes all utility bills, council tax, a weekly linen 
change service and wi-fi.

Penny & Sinclair are proud to have built and continue to maintain an excellent reputation for letting and 
managing some of the finest and well situated Short Let properties in Oxfordshire and the Cotswolds. 

When deciding to short let your property, it is important to choose an experienced agent who 
understands your requirements, has a portfolio of similar properties and aims to attract good quality 
guests who will appreciate your property.

 
What is a Short Let?
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“�Short letting my second property with Penny & Sinclair allows me the 
flexibility of using it when I am in the area. I supply the dates I will be using it 
and they do the rest – it’s that easy!”



Why choose to short let 
through Penny & Sinclair?
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T HE AGENT through which you choose to let your property is one of the most important decisions 
you will make. By choosing Penny & SInclair, you can be confident of the following:

Professionalism  Our dedicated and professional Short Lets team works hard to achieve a high level of 
occupancy with quality guests.  We have in-house booking, property management and accounts teams 
who specialise in Short Lets.

Flexibility  If you are working or living abroad, have a second home, or are away for longer periods 
of time, you have the option to short let your property whilst you are away. Properties are marketed 
throughout the year and you can advise us of when you wish to use your property for yourself.

Options  You can market your property on a short or long term basis, for example short letting during the 
high season and long letting during the low season. You can, therefore, consider multiple offers.

Security  Our property management team works closely with you at all times to provide you with peace 
of mind that your property is in safe hands and is being well managed in your absence.  

Additional income  The revenue from short letting your property will help cover costs and can 
supplement your income whilst the property would otherwise be vacant. 



“Whilst abroad, we happily handed our keys over to Penny &  
Sinclair and felt confident that our property was safe, secure and well

maintained. The whole process was well explained and stress free.”
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“I was very impressed with Penny & Sinclair’s attention to detail in ensuring 
that both we and the guests were happy during their stay. The team are very polite,

friendly, professional and they always go that one step further than expected.”





Is my property  
suitable as a Short Let?
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YOU CAN SHORT LET anything from a studio apartment to a family home. 
We will assess your property for suitability, based on a number of factors 

including location, presentation and the expectations of yourself and possible guests.

Legalities  If you have a mortgage, you must obtain permission from your lender 
in the form of a ‘Consent to Let’. Failure to do so could leave you in breach of your 
mortgage agreement. Similarly, if you have any restrictions on your lease with 
regards to short letting your property, these would need to be checked and complied 
with in advance.

Minimum term  Initially, your property must be available for a period of four to six 
consecutive weeks. Thereafter, we will work with you to advise upon and manage 
the availability of your property to tie in with your requirements.   

Furnishings  These should be of good quality, in good condition and sufficient 
for the size of property and number of potential guests. The provision of adequate 
storage for guests is expected and your own personal possessions will, therefore, 
need to be kept to a minimum, with drawers and wardrobes cleared.

Presentation of your property  Well-presented properties are booked more quickly and achieve higher 
income. Properties should be equipped with soft furnishings and decorative items. These items are provided 
to enhance the appearance of your property for the guests’ stay and for marketing purposes. They should 
therefore be co-ordinating and have good visual impact, so as not to limit the appeal of your property.

Our property management team will guide you through the process of preparing your property for short 
letting and will provide an inventory of all items required. We also offer a design consultancy, as part of which 
we will outline guests’ expectations and offer advice to ensure that your property is presented in the best 
possible way. 
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A choice of services to 
cater for all requirements

AS AN INDEPENDENT COMPANY, we pride ourselves on our flexibility. We offer  
 two main short letting services, each of which can be tailored to meet individual owners’ 

needs. We are fully committed to finding the most suitable guests for your property, whichever 
service you choose.

Fully Managed Service  This is our most popular service, and includes all administration 
associated with marketing and booking your property. This service ensures that every aspect of 
managing your property is taken care of, including housekeeping, maintenance and gardening. 
You have the reassurance that your property is being continually monitored and well maintained 
by our team of Short Let specialists. We arrange all necessary safety checks and ensure that the 
property complies with any new legislation. To protect your interests, a damage deposit fee is 
charged to the guest for each booking. In the unlikely event that other fees need to be charged to 
the guest, we manage this process for you as part of the service. 

Our property management team is on hand and we offer a 24-hour emergency telephone service 
for guests at our fully managed properties. The Fully Managed Service ensures that bookings run 
smoothly and efficiently.

All fully managed properties benefit from the use of our professional linen service. Guests are 
also supplied with a welcome and toiletries pack on arrival. 

Marketing, Booking & Administration Service  This service is popular with owners who 
live in close proximity to the property they wish to let. You will be responsible for preparing the 
property, will be the point of contact for the guests, will carry out all necessary maintenance 
and will arrange the weekly and ongoing housekeeping duties. Penny & Sinclair will market your 
property, complete the booking and payment process and will then pass on details of the guest to 
you. Any necessary deductions from the damage deposit are the responsibility of the owner and 
you would be expected to agree these directly with the guest.



Our Services at a glance FULLY 
MANAGED

MARKETING, 
BOOKING  

AND ADMIN

Market appraisal by an experienced  
Short Let specialist • •

Professional photography, floor plan & EPC • •

Listings on national property portals, dedicated 
holiday rental websites and our own website • •

Arrangement of required safety certificates • •

Negotiation of bookings and drawing up  
of agreement • •

Rent collection and forwarding of balance  
to your account • •

Holding of damage deposit • •

Monthly rent statement • •

Preparation of property for booking •

Handover of keys to tenants •

Arrangement of weekly linen changes •

24-hour tenants’ emergency phone line •

Checking tenant out of property •

Negotiation of deposit return and dilapidations •

Organisation of maintenance work using  
trusted contractors •

Cleaning of property and changing linen  
for next booking •
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Penny & Sinclair is a trading name of Penny & Sinclair Ltd. 

Oxford: Registered office: Mayfield House, 256 Banbury Road, Summertown, Oxford OX2 7DE. Registered VAT no: GB 971 0585 13. Registered in England & Wales, Company no: 06855863. Directors: James Penny, Wendy Sinclair, Oliver Hope.
Burford: Registered Office: 97 High Street, Burford, Oxfordshire, OX18 4QA. Registered VAT No: GB 185 9272 64. Registered in England & Wales, Company No: 06855863. Directors: James Penny, Wendy Sinclair, Fergus Mitchell, Oliver Hope.

 

97 High Street  
Burford, Oxfordshire OX18 4QA

01993 220888

 

44 Hart Street  
Henley-on-Thames, Oxfordshire RG9 2AU

01491 739222

 

1–4 The Plain  
St Clements, Oxford OX4 1AS

01865 297525

Cotswolds

Henley-on-Thames

Oxford


