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If you have any queries about your legal obligations as a landlord, or for more tips on letting
your property, please do give us a call, come in and talk to us at your Proctors branch or
contact us via social media.
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Hello

Whether you are an experienced landlord or letting is a new venture
for you, this guide includes all the information you need to make
renting your property effortless and profitable.

There are many aspects to renting a
property, and our aim is to make your
life easier by helping you through
every stage of the lettings process -
the regulations, tenant referencing,
obtaining permissions to let, tenancy
agreements and more.

At Proctors we're not just local estate
agents, we're local people too. With

a network of branches covering the
London Borough of Bromley as well as
Shirley in Croydon, Anerley and Crystal
Palace, we'll be your personal guides to
letting in South East London.

It is important you know your property
is in safe hands; we're members of the
Property Ombusdman scheme, so you
can be sure that our advice and services
meet with their codes of conduct.

Read on for comprehensive advice on
finding the perfect tenant, managing

your property and everything else you
need to know about being a landlord.
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Hints and tips for landlords

Whether you are beginning as a landlord or expanding your
role, here are five tips to make sure you find the right tenant

for your property.

1. Target the right type of tenant
for your property

Consider and take advice about the
likely tenant. This way you can tailor
the look and feel of your property, and
set the rent to suit your target market.
Your letting agent can then spread the
word about your property online, to
its database of tenants, and across its
branches.

If your property offers lots of space
and is close to reputable schools or
nurseries it is likely to appeal to a family,
possibly with young children, and they
will enjoy the freedom to make the
house a home. What about a young
professional? Likely to have a little bit
more money to spend, they'll be after
a modern property that's well placed
for transport links, bars, cafés and
entertainment.

2. Keep the décor simple

Regardless of the tenant profile that is
best suited to your property, keep the
décor simple - don't show too much of
your personal taste. So when potential
tenants look around for the first time,
they can imagine themselves living
there, and how the rooms will look filled
with their furniture and personal things.

Bedrooms and living areas are
particularly important to leave as blank
canvases, because this is where tenants
will really get creative and comfy when
they make themselves at home. You
may like bold patterns, but your dream
tenant might not - you don't want to put
them off.




Don'+ For-ée'/': Tell your agent if you wish to allow for pets, children or

smokers, so they attract the right kind of tenant for your property.

3. Kit out the kitchen and bathroom
It's worth spending a bit of money on
the kitchen and bathroom to attract a
higher calibre of potential tenant.

Remember, while people look to imprint
their own personality in living areas,
their primary interest when it comes

to kitchens and bathrooms is that the
room is fully functional and clean. If the
property is easy to maintain it will avoid
problems when their tenancy ends.

4. Have a deep clean

Hire a professional cleaner to blitz your
property before you begin showing it to
potential tenants. Not only will this show
your property in its best light, if tenants
move in to a spotless place, they'll be
more likely to keep it to a high standard.
It also give tenants a clear view of the
standard of cleanliness that is expected
at the end of thier tenancy.

5. Decide how involved you want
to be as a landlard

Being a landlord can be a full time
job - decide how hands-on you want
to be, and choose the right service
package for you. If you don't have the
time to arrange rent payments and
maintenance, for example, use a full
property management service, so you
don't have to do it.

Regardless of your level of involvement,
it's nice to occasionally go out of your
way to be a friendly landlord. For
example, leave a welcome note for
when your tenant moves in, or send

a Christmas card, maybe even a bottle
of wine, during the festive season. It's

in your best interest to keep your tenant
happy - after all, they'll be looking after
your precious asset. Plus, it'll make
them more likely to renew their tenancy
agreement!

Matching people with properties since 1946
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The legal bits

All landlords in the UK must comply with a number of regulations.
Here is a rundown of some of the important details that as a landlord,
you need to know.

Gas safety Electrical safety
The Gas Safety (Installation and Use) The Electrical EqQuipment (Safety)
Regulations 1998 state that it is the Regulations 1994 apply to all electrical
responsibility of the landlord to ensure equipment with 50 - 1000 volts of
all gas appliances, alternating current, or 75 - 1500 volts of
flues and pipework direct current. It's your responsibility to
REMEMBER: Failure are safely maintained. ensure all electrical items are safe and
to comply with legal safety They must be checked unlikely to cause danger. You should
regulations can result in a fine, annually by a Gas Safe get them tested by a NIC qualified
or even imprisonment. registered engineer, electrician, or similar. This is mandatory

who will provide a Gas for Houses with Multiple Occupation
Safety record, valid for (HMO), and recommended for single

12 months. When this expires a new tenants. These tests should take place
record must be provided to your tenants  both annually and when new tenants
within 28 days. You should also retain rent your property. You should also
previous records for two years, so they leave instructions for all electrical

are available for inspection if required. equipment in the property.

TOP TIP: Make copies of instruction books to leave for tenants at the property

- keep the originals.




Fire safety

If the property you are letting is
furnished, you must ensure that the
furnishings provided comply with the
Furniture and Furnishings (Fire) (Safety)
Regulations 1988, which were amended
in 1993. This includes all upholstered
furniture manufactured after 1950, such
as soft furnishings, foam filled items and
loose and stretch covers. Most furniture
purchased from a reputable supplier
after 1 March 1990 should comply,

but it's always worth double checking.
Compliant furniture will bear the
appropriate labels - see Figure 1. If the
label has been removed, you must show
proof of purchase to be fully compliant.

Items covered by the regulations are
described as furniture intended for use
in a private dwelling, including:

+ Beds, including headboards and
mattresses

+ Sofa beds, futons and fold-up guest
beds

* Nursery and children’s furniture

* Cushions, seat pads and pillows

+ Garden furniture that is suitable for
indoor use

Items exempt from regulations include:

+ Furniture manufactured before 1950

+ Sleeping bags

* Bed linen, duvets, pillowcases and
loose mattress covers

+ Curtains and carpets

TOP TIP: Carbon monoxide
alarms are not a legal requirement,
but it's a good idea to install one

next to all gas appliances; make
sure to check and change batteries
regularly.

Matching people with properties since 1946
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Fig 1 - Furniture compliant with safety regulations will have the appropriate labels

Energy Performance Certificate

As of 1 October 2008, landlords must
provide all new tenants with an Energy
Performance Certificate (EPC) for rented
properties; the EPC gives tenants
information on the energy efficiency and
carbon emissions of the building.

TOP RECOMMENDATION:
Provide at least one smoke alarm per floor of your
property. If battery operated, ensure you regularly check

and replace the batteries. Also, install fire blankets and
extinguishers in the kitchen for extra precautions against
fire damage.

Tenancy Deposit Protection Scheme
As of April 2004, there are strict
statutory regulations governing tenancy
deposits; only registered persons

can hold a tenancy deposit. Your
letting agent must protect deposits
with a government Tenancy Deposit
Protection Scheme, so if there are any
disputes between you, as landlord,
and your tenants, the matter will be
independently adjudicated by the
Dispute Service. To find out more,
visit: https://www.gov.uk/deposit-
protection-schemes-and-landlords/
overview

If you need any more information, the
Proctors team is well versed in the
legal requirements and obligations of
landlords, and we'll help you through
anything you don't understand, so that
you can be sure you're fully compliant.
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Landlord’s checklist

The duties of a landlord can be daunting, but at Proctors our aim
is to remove all the stress and make the letting process as simple
as possible. We've compiled a checklist to make sure you've got
everything covered - and if you haven't, you can be sure your
Proctors agent can help.

Not sure
which service
is right for
you? Find

out more on
pages 8 -9
of this guide.

Basics
[ Consider your target tenant
O Inform your mortgage lender

[ Check insurance covers property
and contents if furnished

[J Consult an accountant or financial
advisor

Safety recommendations

[ Install a smoke alarm on each floor
of property

O Install a burglar alarm at property

Decide on the service package:
[ Letting
L] Letting & Rent Collection

L] Letting & Management

[ Install carbon monoxide alarms
near gas appliances




“Fronn Pickiné a tenant and Le#inés service
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Legal

[ Have gas and electrical equipment
serviced by a qualified tradesman

L] Get a Landlord's Gas Safety
Certificate

(1 Arrange an EPC for the property

Property

[J Leave garden in good state, with
tools to maintain it

[0 Remove food and clutter from
property

Matching people with properties since 1946

(] Check furniture complies with the
Furniture and Furnishings (Fire)
(Safety) Regulations 1988

L] Leave tenants copies of instruction
booklets for appliances

[ Clean property (rooms, curtains,
cupboards and windows)

(1 Arrange for all mail to be forwarded

L1 Have keys cut for new tenants
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Proctors service packages

At Proctors, we offer three different service packages, with additional
extras available. So whether you simply want help looking for the right

tenant, or want all of the day-to-day management off your hands,
we can help. We'll guide you through all the details, so renting your
property is plain sailing. Below is a breakdown of what each service
package includes, so you can pick the one that's right for you.

Letting

+ Avaluation of your property is carried
out and advice given on an achievable
rent amount

* Your property will be marketed to
the widest possible area: across our
branches in the London Borough of
Bromley, Anerley and Shirley; to our
database of high quality prospective
tenants; on the Proctors website; and
on national property portals, including
RightMove and On the Market

+ We obtain full references for all
tenants

* An Assured Shorthold Tenancy
Agreement will be drawn up for both
you and your new tenant to sign

* You will be given advice on your
obligations as a Landlord, including
the Energy Performance Certificate
(EPC), checking gas and electrical
supplies and fire safety of furnishings

+ A deposit usually equivalent to six
weeks rent will be taken from your
new tenant and will be protected in
accordance with legislation

+ The first month's rent will be collected
from your new tenant in advance,
with the deposit, and we'll provide
a reconciliation statement. It is then
the landlord’s responsibility to collect
rent thereafter
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Letting & Rent Collection
Includes all Letting services, plus:

+ We will set up a monthly standing
order to our account for your tenant
to pay rent on a date specified in your
tenancy agreement

« We'll pursue late payments and report
any arrears to you

* You'll receive a monthly rental
statement and funds will be
transferred directly into your
chosen account

Proctors services at a glance

“Proctors offer different service Packaées,
so ¥ 7ou'r~e J'us+ lookiné to £ind tle Per‘fec"‘
+tenant, or you want £Ull PfoPer+7 Manaéemen-ﬁ

Letting & Management
Includes all Letting and Letting & Rent
Collection services, plus we'll arrange:

+ All interactions with tenants, resulting
in no day-to-day management of the
property for you

+ Full monthly statements detailing rent
payments, as well as deductions for
day-to-day repairs and replacements

+ A‘forward chase’ service, ensuring all
annual checks and leaving notices for
tenants are arranged in advance

+ A mid-term property inspection and
key holding service

Letting 7+  Letting & Rent Collection A  Letting & Management

Service features

Rental Valuation of Property * AR
Comprehensive Marketing * A B
Accompanied Viewings * AN
Finding a Tenant * A B
Obtaining References * AN
Advice on Landlord’s Obligations w A B
Tenancy Agreement X AN
Deposit Protection * A m
Property Inventory * A m
Check In and Out * A

*Additional charges apply
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Service features

Arrange EPC * A B
Electrical and Gas Safety Checks w & m
Cleaning * A N
Collection of Rent A R
Keyholding Services |
Payment for Outgoings |
Repairs & Maintenance |
Property Inspection [ |
Management of Void Periods m*
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At Proctors we're not just local estate agents, we're local people too.
With a network of branches covering the London Borough of Bromley
as well as Shirley in Croydon, Anerley and Crystal Palace, we'll be your
personal guides to buying, selling and letting in South East London.
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Offices: Anerley | Beckenham | Bickley | Bromley | Bromley Common
Chislehurst | Park Langley | Petts Wood | Shirley | West Wickham



