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Welcome to the Knights Estate Agents
guide for landlords - our guide has been
written to provide landlords a general
guide to letting their property and to
explain our service. Although this guide is
regularly updated and refined, it has been
designed to offer practical advice and is
not intended as a comprehensive lettings
reference.

We hope that this guide proves a useful
source of reference to our services and
experience. If you need clarification of any
of the content in this guide, please speak
to a member of our staff.

Introduction
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We will discuss with you the various types
of tenants available and which will be most
appropriate for you and the length and
type of tenancy you would like. We will
advise you about preparing the property
to let and help you decide, if appropriate,
on the level of furnishing.

We will ask you to confirm furniture in the
property meets current fire and safety
regulations, ask for a current gas safety
certificate and written confirmation that
there has been a recent electrical safety
inspection and EPC (see relevant sections
later in this guide).

We will advise you on market conditions
and give you a valuation for the likely rent
that you will achieve. We will be able to
give you generic information on tax and
accountancy matters and refer you to a
professional for additional advice.

Once you have decided to market the
property we will ask you to sign our
‘Letting Authority’ to confirm that you
accept our terms and conditions and
charges.

We will then prepare a description of the
property, take external and internal
photographs and floor plans and
measurements where necessary obtain a
set of keys where possible in order to carry
out accompanied viewings.

Pre-Marketing

By instructing us to market your property,
you will benefit from a pro-active marketing
commitment combining both traditional and
modern methods, second to none. Our
marketing software will produce full colour
details with room dimensions and ample
photographs and floorplans where
necessary which will be matched and
distributed to our database of potential
applicants, re-location companies and local
businesses with active tele-marketing, post
and email facilities.

The property will be advertised from our
office, local newspapers from time to time
and several property websites including
Rightmove, Findaproperty and
Primelocation. We will erect one of our
eye-catching ‘to let’ boards where
appropriate. Wherever possible we will
accompany all viewings, failing this, the
current tenant or occupier may show
prospective tenants the property.

Once an offer has been accepted from a
tenant we ask for a holding deposit to show
their commitment and proceed with taking
up references. In line with the Ombudsman
Code of Conduct, we will write to you
confirming that we have taken a deposit,
the rental amount agreed and the proposed
move-in date.

References are usually collected via an
independent referencing company who will
base a tenant’s suitability on credit/bank
ratings, employment and character
references and previous landlord/letting
agent references if applicable. If necessary,
you may meet the tenants to assess their
overall suitability before proceeding.

Marketing
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Under our full management service, if
instructed, an inventory will be prepared
prior to the tenant moving in to show the
contents and condition of the property and
we will meet the tenants and check them
in to ensure the inventory is signed,
otherwise it will be sent to them to sign
and return.

Since 6th April 2007 the law has changed
so that tenants must agree the deductions
to a deposit, or may seek arbitration for a
decision. In such circumstances any work
carried out by Knights, and successfully
disputed by the tenants will be the liability
of the landlord. With this in mind, we
strongly recommend that an inventory is
prepared by a professional clerk from our
panel, however if you decide to carry out
your own inventory it is imperative to
forward us and the tenant a copy and
ensure that it is signed. Inventory prices
are determined by size of property and
whether it is furnished or unfurnished
(price list on page 14). 

If Knights are not instructed to carry out
the inventory, the meter readings for the
gas and electricity must be carried out by
the landlord and tenant, you are advised to
take your own readings at the
commencement and conclusion of the
initial tenancy.

Generally speaking, all utility bills are the
responsibility of the tenants, but note that
service/maintenance charges for leasehold
usually remain the responsibility of the
landlord. It is the tenant’s responsibility to
transfer all utility bills into their name and
at the conclusion of the tenancy and we
will require proof that this has been done
before their deposit is returned. We would
be grateful for a list of existing suppliers
before commencement of the tenancy.

Prior to Move-in

It is advisable for the property to be
professionally cleaned (including the
carpets) before the first tenancy so that
we can expect the tenants to do this at the
end of each tenancy. If required, we can
arrange for this to be done on your behalf
and deduct it from the rent.

It is recommended that the property is
neutrally decorated throughout in order to
attract the widest possible market and
reduce the likelihood of the property
remaining unoccupied. If required, we can
arrange for this on your behalf.

To cover damage or losses other than
‘fair wear and tear’ and unpaid rent, we
normally obtain one and a half months
rent as a security deposit. Once we have
received payment in ‘cleared funds’ all
tenants will sign the tenancy agreement.
We will sign agreements on your behalf.
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Under full management, we will carry out
periodic visits to your property and provide
reports. We will collect the rent (usually by
standing order) and transfer to you
electronically providing a monthly
statement detailing any expenditure.

We will liaise with your tenants regarding
any necessary maintenance or repair issues
and consult you whenever possible, in an
event of an emergency we will act without
prior consultation.

We will administer the security deposit,
deal with any dilapidations and advise on
deductions and serve any relevant notices
upon the tenant and landlord.

If the property is mortgaged on a normal
residential mortgage, the landlord will need
to ask the mortgage providers permission
to let the property. Some mortgage lenders
will charge a fee to provide a written
consent and may also request a copy of
the tenancy agreement.

It is important that you consult your lease
and see if there is any clause that states
that you need to have the agreement of
the freeholder before you can let your
property. Your lease may have clauses in it
which inflict obligations on the tenant so it
is important that you inform us in writing
of any such restrictions.

The landlord will need to retain a building
and contents (if applicable) insurance policy
and will need to inform the policy provider
that the property is let. Failure to inform
the provider can invalidate the insurance.

During the tenancy

Consents to let your
property

(Full Management)
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An Assured Shorthold Tenancy (AST) is
used under the Housing Act 1988 as
amended 1996. The minimum period is for
six months. At the end of a fixed term a
further fixed term can be agreed or the
tenancy can run onto a Statutory Periodic
Tenancy. We will consult with you and the
tenant at least two months before the end
of a fixed period. Please note that the rent
cannot be increased during a fixed period.
A sample copy of our tenancy agreement is
available on request.

We deal with a large number of local
companies that take on property for their
staff. In this situation, the company
become the ‘tenant’ and would be held
responsible for the monthly rental and the
condition of the property.

Under law, the difference between a
Company Let and an AST, is that all
Company Lets are governed by the Law of
Property Act instead of the Housing Acts,
this means that the tenant is not
recognised as a consumer and will not be
given the same protection as one who is.

For total peace of mind, we strongly
recommend that landlords should take out
insurance cover protecting rent and
covering legal expenses if necessary
(details on page 13).

Assured shorthold
tenancy (AST)

Company tenants/
company let

Landlord’s rent
protection & legal
expenses warranty

It is important that you ensure that your
property is covered for buildings and
contents insurance when letting. Landlords
do not normally need full contents cover
on unfurnished properties but insurance
should be arranged to cover the potential
loss or damage to items supplied such as
carpets, furniture, pictures, ornaments,
curtains and blinds, electrical and kitchen
equipment such as fridges, washers,
dryers, dishwashers. Full contents cover
may be more appropriate where the
property is let on a fully furnished basis.

We recommend that landlords redirect
their mail via the Royal Mail using the
relevant form which can be obtained from
your local post office. If the landlord is
overseas then mail should be redirected to
a family friend or relative in the UK.

Insurances

Redirection of mail
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Knights have a list of approved contractors
to carry out work on your property as and
when required although, should you have
any preferred contractors that you wish to
use please ensure that all the relevant
information is passed to us. Also, if you
have any service contracts for domestic
appliances or any other functionalities,
instructions or handbooks it would be
useful to provide us with the relevant
information.

Generally speaking, the costs are borne by
the landlords unless the work being done
was caused by neglect or damage by the
tenants, in which case the cost will be
borne by the tenant.

Repairs and
maintenance
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You should provide us with at least two
copies and retain at least one copy of the
front door keys and a set of all internal
door keys.

We can only give general advice on income
tax and stress that the clients should seek
specialist advice from their accountant. We
can supply details of a reputable local firm
on request.

Generally speaking, tax is payable on the
“profits” from letting a property. However
there are various allowances that may be
set against the rental income, e.g. Letting
Agents commission and other expenditure
relating to the letting of the property.

Expenses relating to the property and not
the letting such as mortgage interest,
repairs, depreciation of fittings can be set
against the income but there could be a
capital gains tax liability if this is done.

Income from letting UK property is subject
to UK income tax. If you live abroad we
must retain tax on rents received unless
you have been approved by HM Revenue
and Customs (HRMC) to receive your rent
gross you must complete the relevant
paperwork and submit it to the HMRC
before the start of the tenancy. Visit
www.hmrc.gov.uk for more information.

Keys

Tax

This is normally collected monthly in
advance by Standing Order. We endeavour
to pay you on an automated basis as soon
as funds have cleared our account. We can
only pass rent to you as it is collected, and

Collection of rent

Knights are never liable for non-payment
of rent by a tenant.

Monthly statements are prepared and then
forwarded to our clients with the gross
rents shown less our commission and any
maintenance repairs or other payments
which may have been paid within that
period.

Our lettings experts will advise you on the
best approach to furnishing your property,
but taking a flexible view will mean that
you reach as wide a range of potential
tenants as possible.

In today’s market place, by far, the primary
demand is for unfurnished property that, in
addition to the permanent fixtures and
fittings in your property, such as a kitchen,
a bathroom and satisfactory heating, is let
with floor coverings, window dressings and
kitchen appliances. However, much of the
corporate letting market is on a furnished
basis.

Furnished v
unfurnished
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EPCs followed on from the introduction of
the home information packs (HIPs) that
were introduced as a requirement when
selling a property. The EPC is one of the
documents that was required in a HIP, and
became a requirement for all rental
properties in October 2008. HIPs for selling
properties were abolished in May 2010. A
domestic energy assessor (DEA) will visit
the property and look at its construction
including; heating system, glazing and
insulation. They will issue a certificate
giving an energy rating and an
environmental impact rating and note any
suggestions of how the rating could be
improved. EPCs last for ten years and give
tenants an indication of what the heating
bills may be at the property, that is, a low
energy efficiency rated property may have
higher bills than a high rated property.

Energy performance
certificate (EPC)

These regulations stipulate that the
electrical appliances in a property that is let,
must be safe. This means there should be
no risk to anyone, the property or pets.

Unlike the gas regulations, there is
currently no requirement for the electrical
equipment to be tested. However, the only

Electrical equipment
(safety) regulations 1994
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These regulations require landlords (or
their agents) to ensure that all gas
appliances, fittings, pipework and flues are
maintained in a safe condition. This
includes portable gas appliances such as
LPG bottle fed heaters. Part of the
requirement is to have all appliances,
fittings and flues tested for safety by a
qualified Gas Safe registered engineer. The
test has to be carried out before the
property is let to a tenant and a certificate
issued to each tenant before they move in.
Thereafter, the property must be tested on
an annual basis.

The annual test does not necessarily
ensure the gas installation is safe and,
therefore, it is also recommended that they
are serviced and maintained regularly in
accordance with the manufacturer’s
instructions and by a Gas Safe registered
engineer.

Gas safety (installation &

use) regulations 1998
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These regulations require that all soft
furnishings manufactured (or
re-upholstered) must meet safety
standards and carry a label indicating their
compliance. Suppliers now have an
obligation to make sure that the goods
they sell meet the requirements and have
permanent compliance labels attached.

Landlords or agents may be seen as
suppliers if furniture is supplied in a
property to let. Therefore they have the
same obligation to make sure all soft
furnishings are compliant and have the
necessary labels in place.

Mandatory HMO
licences

You must have a licence if you own a large
HMO. A large HMO has: three or more
storeys, five or more tenants forming more
than one household. Some councils require
smaller HMOs or all HMOs in certain areas
to have a licence as well. You should
contact your local council to see if you need
one. It is an offence not to apply for a
licence if your property must have one.

Your property is an HMO if you let (or plan
to let) to at least three tenants who form
more than one household and who share
(or will share) toilet, bathroom or kitchen
facilities. If so, you may need a licence.

Houses in multiple
occupation (HMO)

Furniture &
furnishings (fire safety)

regulations 1988
(amended 1993)

Any new property built since 1992 must
have mains supplied and inter-linked
smoke alarms. It is also recommended
that all properties let to tenants have
smoke alarms fitted in each property.
Although not covered by any regulations,
it is highly recommended that an audible
carbon monoxide alarm is fitted in each
property.

Smoke & carbon
monoxide detectors

These regulations compliment the Electrical
Equipment Regulations and require plugs,
sockets and adaptors to meet current
standards and to be fitted with the correct
fuses. It also stipulates that the supplier
has liability to provide safe equipment. The
courts may see landlords as the supplier,
if the equipment is supplied in a rented
property.

Plugs & sockets etc
(safety) regulations 1994

way to make sure it is safe is to have it
tested regularly. Annual tests are
recommended for all appliances (Portable
Appliance Testing) and the full electrical
system should be checked regularly, and
certificates issued. All testing should be
carried out by a qualified electrician. It is
recommended that second-hand appliances
are not installed at the property.
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Tenancy deposit protection (TDP) schemes
guarantee that tenants will get their
deposits back at the end of the tenancy, if
they meet the terms of the tenancy
agreement and do not damage the
property. Landlords must protect their
tenants’ deposit using a TDP scheme if
they have let the property on an assured
shorthold tenancy (AST) which started after
6 April 2007. Landlords or agents must use
one of the three approved TDP schemes to

Tenancy deposit
scheme

protect tenants’ deposits where these
conditions apply. If any other scheme is
used, deposits are not protected in law.
The three approved schemes are: Deposit
Protection Service (DPS), MyDeposits,
Tenancy Deposit Scheme (TDS). If you
don’t protect your tenants’ deposits when
required to, your tenants can take you to
court and you may have to repay them
their deposits plus three times the amount
of their deposit. You will also be unable to
seek possession of your property in certain
circumstances. The schemes encourage
landlords and tenants to draw up clear
tenancy agreements and provide a free
service to resolve disputes.

If a landlord insists on holding the deposit,
Knights will require evidence that the
landlord has joined a scheme or will be
paying the deposit into a scheme. No
deposits will be passed to landlords until
this evidence is produced. All deposits
must be returned to Knights before the
tenancy terminates.

At the end of the tenancy the outgoing
tenant must be informed within 14 days of
any deductions, plus additional information
on the scheme. To ensure Knights keep
within the procedures therefore, we will be
returning the tenants deposit within 14
days UNLESS you put your claim to us in
WRITING before that date. At which time
the balance of the deposit will be refunded
and your claim investigated before it is
passed to you. All claims should be posted
to: Inventory Claims, Knights Estate Agents,
The Pinnacle, Central Court, Station Way,
Crawley, West Sussex, RH10 1JH or e-mail
info@knightsproperty.co.uk
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As a landlord, you need to contact the
local council where your HMO is located to
get an HMO licensing application form.
When you apply, you must tell the
following people who have an interest in
the HMO: the owner of the HMO, the
future licence holder, mortgagee, long
leasehold tenants, any person who has
agreed to be bound by the conditions of
the licence. A licence will normally last for
five years and will need to be renewed
before the end of that period. A local
council can shorten the time period if they
feel it is necessary. You will usually be
charged a non-refundable fee when
applying for a licence. You should contact
your local council to find out how much
the fee is, as they decide on the amount.

Knights staff will in all cases give their
opinion on whether a licence is required,
however Knights will not accept any
liability should the landlord decide not to
apply for a licence, and in all cases will
advise landlords to make their own
enquiries with the Local Authority. For more
information, we advise that you visit:
www.propertylicence.gov.uk

Applying for a licence
for HMO



This was introduced in 2003 for all land
transactions, including tenancy
agreements, and simplifies things when
letting a residential property. The old
system meant that a small duty was due
on relatively low rental leases and that the
documents had to be paid on rentals with
a net present value (NVP) of over
£125,000 and then the duty is only 1%
and calculated on the balance over the
£125,000. Therefore, SDLT is rarely due
for the average property.

Stamp duty land tax
(SDLT)
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Our fees are taken based on the annual rent.
Full Terms and Conditions will be given to you prior to instructing Knights Estate Agents.

Landlord’s Rent Protection and Legal Expenses Warranty - From 1% + VAT

Covers loss of rent up to £3,000 per month should a tenant fall into arrears.
Covers legal expenses incurred including court costs to obtain vacant possession following
non payment of rent (total benefit up to a maximum of £15,000).

Letting and Full Management Service - 15% + VAT

In addition to our Letting and Rent Collection Service Knights Estate Agents will:

Undertake periodic management inspections and provide a written report.
Arrange for annual servicing of gas and electrical appliances where appropriate.
Deal with routine repairs and day-to-day maintenance up to an agreed spending limit.
Arrange the Check-Out, if instructed, at the end of the tenancy at an additional charge.

Letting & Rent Collection Service - 10% + VAT

Knights Estate Agents services will include the following:

Initial inspection and advice without obligation or charge.
Agree the type of tenant you are looking for and any stipulations.
Provide advice regarding your obligations as a landlord.
Advertise your property.
Arrange and accompany viewings.
Take up references on private individuals or companies via a professional referencing company.
Offer Landlord Protection schemes and insurances through an independent company.
If required, prepare a legally binding Tenancy Agreement, which is signed and executed by
both parties (we can sign on your behalf).
If required, prepare an Inventory and Schedule of Condition via an independent reputable
company.
Arrange for the deposit equal to one and a half’s month rent (unless otherwise specified) to
be protected in a government authorised Tenancy Deposit Scheme.
Set up a standing order mandate for payment of rent.
Collect and process the rent throughout the tenancy.
Chase any outstanding arrears and keep you fully informed.
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Energy Performance Certificate (EPC) - £75 - £125
Gas Safety Inspection - £75 (if service is required, additional charges will apply)

Portable Appliance Test (PAT Test) - £75 (first four appliances)

Tenancy Agreement - £75

Knights Estate Agents strongly recommend that all properties have a full photographic
inventory and professional check-in carried out prior to any move-in.

We use a professional inventory company to carry out and provide this important service.

Under recent government rules, if a property does not have a professional inventory we are
unable to make any claims from the deposit should and damage occur during a tenancy.

It is imperative that all landlords have a detailed listing and condition report for the property, to
avoid any possible disputes at the end of a tenancy.

Inventory and Check-in Price List

Additional Costs

Studio
& 1 Bed

2 Bed

3 Bed

4 Bed

5+ Bed

Size Inventory Check-in Total

Furnished

£90

£110

£130

£150

£POA

Unfurnished

£80

£100

£120

£140

£POA

Furnished

£75

£80

£90

£90

£POA

Unfurnished

£65

£70

£80

£80

£POA

Furnished

£165

£190

£220

£240

£POA

Unfurnished

£145

£170

£200

£220

£POA

The above prices are our standard charges for standard properties. There may be additional
charges for properties with large gardens, garages, conservatories, out buildings, extra
bathrooms/en-suites etc.

All charges are subject to VAT at current rate.
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Landlord’s checklist

Below is a handy checklist for you to run through before letting your
property. In addition, we recommend that you provide an information guide
for your new tenants detailing utility suppliers, refuse collection and any
other helpful notes.

Landlords Authority

    Letting Authority signed and returned to Knights complete with bank details.
    Photographic ID of all owners provided.

Consents to let

    Mortgage lender        Freeholder (if applicable)        Insurer

Insurance

    Building insurance        Contents insurance

Mail

    Arrange for the redirection of your mail with the post office.

Accountant

    Employ the services of an accountant or tax advisor (if required)
    Provide Non Resident Landlords Approval to Knights (if residing overseas)

Safety regulations

    Landlord’s Gas Safety Record           Portable Appliance Test
    Fire and furnishing compliance         Check smoke alarms and replace batteries
    Energy Performance Certificate         Rent Protection Warranty

Property maintenance

    Professional clean        Chimney swept (if applicable)
    Cesspit and septic tank empty (if applicable)        All keys handed to Knights

Oil tank full (if applicable)
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01293 763111
info@knightsproperty.co.uk

Knights Estate Agents
The Pinnacle, Central Court,
Station Way, Crawley,
West Sussex, RH10 1JH

We hope that you have found this guide
useful and we look forward to serving all
of your letting requirements. If you require
any further information, please feel free to
contact us on 01293 763111.
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