%

LETTING BUREAU

ESTABLISHED 1992

Lettings Guide
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Introduction

De Vere Letting Bureau gives Landlords peace of mind, offering 2 professional service with high
standards. We are experienced in all facets of Property Management.

Using De Vere Letting Bureau gives you the benefit of our years of experience in vetting
prospective tenants. Our service includes a full credit search as well 2s the employer, personal and
previous landlord references,

We enjoy a good working relationship with many of the local large employers and relocation
companies.We regularly send mailshots to over 100 major employers,

We also manage a large portfolio of apartment blocks and have a team of excellent maintenance
workmen who are available on 24 hour call out for all eventualities.

It is our aim to tailor our service to your requirements and particular circumstances. If you wish to
use a specific maintenance person or company, we are happy to follow your instructions.

Our tenancy agreements are the product of years of experience. They are comprehensive, taking
into consideration the latest legislation and feed back from the professional bodies we are
members of Each year our contracts and legal procedures are reviewed by our solicitors.

As members of the National Association of Estate Agents you can be sure that we have met the
stringent standards of excellence expected by their members.

Why use De Vere Letting Bureau

Family Business established since 1992

24 hour Emergency Hot Line to a Company Directer or Senior Manager

One of the longest established Independent Lettings & Management Company inthe area
' Respected in the trade for our Professionalism

Efficient accounts service

Several well known companies registered with us

Experienced, well trained mature staff

Extensive advertising of properties lii Used by all the major relocation agents

Properties advertised on our own web site & affiliated websites

Weekend appointments

Regular property inspections (Management Service only) with 2 wrimen report o the andlord
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Full Management Service

Advice on letting your property and a rental valuation.

Secure a suitable Tenant.Viewings will be by appointment and
accompanied by a senior member of the company if the property is
unoccupied at the time of the viewing.

Obtain appropriate references.Work, personal, bank and credit
checks are carried out, including company credit check or search, if
necessary.

Following clearance of the references we will draw up the tenancy
agreement and serve the relevant notices on the Tenant in
compliance with the Housing and Landlord and Tenants Acis.

Secure a suitable deposit to be held for the duration of the 1=nzncy.

Check tenants into property, hand over keys, confirm inventony
details. Read the gas and electric meters and arrangs the transfer of
the accounts to the tenants. Please note howsver that 7 will not
take third party instructions, therefore the relevant parties must
contact BT.We also notify the relevant Council Tax departmentand

local Water authority.

Arrange collection of the rent each month. Prapare @ monthiy
statement for the Landlord itemising any cutgoings and paying the
remainder into the Landlord’s bank account.

We provide a 24 hour emergency call out to protect your property all
year round.

Carry out regular inspections of the property. Please note these
inspections are not structural surveys, but rather of 3 cursory nature
embracing only the obvious defects. The inspection is designed to
ensure that the Tenant is not abusing the home or causing damage.
A written report is sent to the Landlord and any problems carefully

monitored, guotations are obtained for any necessary and remedial
work i.e. gutter clearance, roof tile replacements, regrouting,
redecorating etc.

During the period of the tenancy, insurances, ground rent etc., can be
paid on your behalf and deducted from the collected rent, upon
written instruction.

Lizfson with Tenant and Landlord over day to day issues.

Prior to the end of the tenancy we will contact you to find out
whather you wish to re-let your home. Upon receipt of your
instructions we will negotiate with the current Tenant or seek a new
Tenant, depending on the situation, Please note under the current
Housing Act the Landlord must serve no less than two months
notice on the Tenant if the Landlord wishes to regain possession of
the property.We would serve notice on the Tenant following
instructions from the Landlord.

Arrange check out of the Tenant at the end of the tenancy, prepare a
full report based an the inventory, finalise dilapidations and return
the deposit to the Tenant once the property has been cleaned and
any remedial work completed.

Pricing Structure
15%+ VAT (Full Management Only). The fee will be deducted from
the rent each month before paying the Landlord.

BACS

We have a direct PC link with Barclays, and offer the Landlord rent
payment by BACS.This service is faster and more efficient than
cheques. However, if the Landlord wants to be paid by cheque
instead, we can offer this service.
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Rent Collection Service

This is an alternative service to Managing or the Tenants Finders
Service.

Advice on letting your property and a rental valuation.

Secure a suitable Tenant.Viewings will be by appeointment and
accompanied by a senior member of the company if the property is
unoccupied at the time of the viewing.

Obtain appropriate references. Work, personal, bank and credit
checks are carried out, including company credit check or search, if
necessary.

Following clearance of the references we will draw up the tenancy
agreement and serve the relevant notices on the Tenant in
compliance with the Housing and Landlord and Tenants Acts.

Secure a suitable deposit to be held for the duration of the tenancy.

Check tenants into property, hand over keys, confirm inventory
details. Read the gas and electric meters and arrange the transfer of
the accounts to the tenants. Plezse note however that BT will not
take third party instructions, therefore the relevant parties must
contact BT.We also notify the relevant Council Tax department and
local Water authority.

Arrange collection of the rent each month. Prepare a monthly
statement for the Landlord itemising any outgoings and paying the
remainder into the Landlord’s bank account.

Prior to the end of the tenancy we will contact you to find out
whether you wish to re-let your home. Upon receipt of your
instructions we will negotiate with the current Tenant or seek a new
Tenant, depending on the situation. Please note under the current
housing act the landlord must serve no less than two months notice
on the Tenant if the Landlord wishes to gain possession of the
property.We would serve notice on the Tenant following instructions
from thee Landlord.

Pricing Structure

12.5% + VAT (Rent Collection Only). The fee will be deducted from
the rent before paying the Landlord. 10% of the first months rent is
charged on all new tenancies (plus VAT) as an administration fee.

BACS

We have a direct PC link with Barclays, and offer the Landlord rent
payment by BACS. This service is faster and more efficient than
cheques. However, if the Landlord wants to be paid by cheque
instead, we can offer this service.
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Tenant Finder Service

For those who do not require Management or Rent Collection
Service, we offer the Tenant Finders Service.

Advice on letting your property and a rental valuation.

Secure a suitable Tenant.Viewings will be by appointment and
accompanied by a senior member of the company if the property is
unoccupied at the time of the viewing.

Obtain appropriate references.Work, personal, bank and credit
checks are carried out, including company credit check or search, if
necessary,

Following clearance of the references we will draw up the tenancy
agreement and serve the relevant notices on the Tenant in
compliance with the Housing and Landlord and Tenants Acts.

Secure a suitable deposit to be held for the duration of the tenancy.

Check tenants into property, hand over keys, confirm inventory
details. Read the gas and electric meters and arrange the transfer of
the accounts to the tenants. Please note however that BT will not
take third party instructions, therefore the relevant parties must
contact BT.We also notify the relevant Council Tax department and
local Water authority.

Arrange collection of first months rent. Prepare a statement for the
Landlord itemising any outgoings and paying the remainder to the
Landlord.

Please note under the current housing act the landlord must serve
no less than twe months notice on the Tenant if the Landlord wishes
to gain possession of the property.

Flease note that the full responsibility for rent collection, routine
inspections and the essential check out, including reaching
agreement with the Tenant regarding any dilapidations that have
occurred is the Landlords. Upon written instruction from both the
Landlord and Tenant, the deposit will be released appropriately.

Pricing Structure
10% + VAT of the rent as described in the tenancy agreement and for
the term of the tenancy.

When we locate a suitable tenant, our commission will be 109 of the
total gross rental due for the agreed term of the tenancy, subject to
minimum of £300.00, where the rental period is 6 months or more.

The commission is payable where we introduce a tenant who
subsequently takes up occupation.
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The commission is due and payable in full on the date of
commencement of the tenancy. Should the initial rental payment
not be sufficient to cover the fee due, we reserve the right to collect
the first two instalments of rent to cover our fees.

In the event that the tenancy is terminated during the pericd of the
tenancy for any reason we shall remit to the Landlord such part of
the Commission as shall represent the period beyond the date of
termination and the end of the contractual term calculated ona
straight line basis throughout the term.

If an associated party is introduced to you either directly or indirectly
through a tenant whom we introduced to you and that third party
takes up occupation of property which you own, commission will be
payable in respect of that letting.

Where we arrange independent inventory checks on your behalf at
the commencement of the ténancy the fees are payable by you and
will vary according to the size of the property and the time involved.
Because inventories are prepared by independent companies we
cannot accept liability for errors or omissions on their part. For fees
please consult with the inventory clerk prior to instruction.

Overseas telephone calls, faxes and any courier charges sent to
landlords are charged at cost.

We do not refund commissions if the tenants default with the rent, or
vacate the property prior to expiration of the tenancy. Although we
aim 1o take every care in vetting all tenants, De Vere Letting Bureau
cannot accept responsibility for non-payment of rent or any default
by the tenants, or any associated legal costs incurred in their
collection. An insurance policy is recommended for this eventuality.

Should the tenant wish to vacate the property prior to expiration of
the tenancy, and you agree to the tepant’s request, the tenant will
pay the balance of commission charged.

Should any part of commissions or remuneration’s remain unpaid for
more than 15 working days after the completion date or renewal
date, interest will be charged at a weekly rate of 4% above the
Barclays Bank base rate. If it should be necessary for legal
proceedings to be instigated for the recovery of any commission or
remuneration the landlord will be responsible for any fees incurred
by De Vere Letting Bureau (legal or otherwise) whether or not the
matter reaches court.

If the tenancy is renewed or extended or if an option to renew is
exercised whether or not negotiated by us, our commission for the
renewal or extension will be as set aut above. This will also apply if
the tenants would recommend new tenants.The tenancy renewal
will be 7.5% of the annual rent after the first year and 5% of the
annual rent every subsequent year.

info@devere-letting.com = www.devere-estates.com
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General notes on letting your home

If you hold a mortgage, it is your responsibility to ensure that you
have permission from the mortgage company to let.The normal
procedure is to complete a form supplied by them. Please note that
they sometimes charge a small administration fee.

In the case of joint ownership, please ensurs that all parties agree to
the letting of the property.

Leaseholders, please ensure your lease allows you to rent out your
property. It is customary for the Landlord to pay ground rent and
communal service fees during the period of the tenancy.

Inventories are highly recommended. This may prevent considerable
misunderstandings at the end of the tenancy. An inventory should
be available at the commencement of the tenancy and used to
check the tenant in. At the end of the tenancy the same inventory is
used to check the tenant out. Any fair dilapidations are recorded at
that time and deducted from the deposit, after the usual
consultations.

Although we strongly recommend the use of an inventory clerk to
compile an independent inventory, Landlords are at liberty to
compile their own. Prices for inventoriss are dependant upon the
size of the property and whether it is furnished, we will be happy to
geta quotation.

Please advise your Insurers (Houses and Contents

your house.Ensure your policy covers accidentsl damage Suring the
period of the tenancy. It is important to make it clear to the Inswrens
that there may be periods of unoccupancy in betwesn tenants
Ensure that you understand the Insurers terms and conditions for
letting your property, especially instructions on winter heating 2nd
frost protection and make sure you pass on to us any information
relevant to letting your property. If you have any difficulties we do
offer Landlords Building and Contents insurance for peace of mind.

Make sure the property is in good order, taking particular regard to the
electrical wiring, plumbing, heating and adequate lagging on pipes.

If you have a very large garden or a garden with special features that
takes a bit more care and effort, it may be worthwhile including the
services of a gardener within the rent charged.

020 8441 9669

Landlords Insurance
2 Legal Protection Insurance

¥ Rental warranty Insurance

=

Landlords Contents Insurance
W Landlords Building Insurance

¥ Details and brochures available upon request

Financial Services
We can also refer you to a qualified agent for advice on

™ Financial Planning
W Mortgage

" Re-mortgaging

° Insurance

= Pensions

Redirection of Post

Although the tenants are responsible to pass on mail to the Landlord
(via the agent if managing).Equally the Landlord is responsible to
inform others of his/her change of address.

We highly recommand that Landlords take out the postal redirection
service with the local post office. For 2 nominal fee they will intercept
your post and forward it to your new address.

Buytolet
n recent vears ARLA and NAEA in conjunction with the major
finance companies have promoted the Buy To Let scheme.

This scheme has been extremely successful bringing into the market
many first time investars.

De Vere Letting Bureau is able to offer advise to investors on the type
of property to purchase and the location.

Due to the high volume of business we are able to advise investors
from our experience in letting in most areas of Barnet and
surrounding areas. We can also refer investors to a financial advisor if
advise and quotes are required on mortgages.

info@devere-letting.com [ www.devere-estates.com



- e e —— T s mm o g —w =

inspections (managed properties only) every 3 months. If at that
time we are concerned about any of the electrical fittings then we

1NEJMOKE LEIECLON ACLODIY dRPIES LD TIEW DUNLITIgS, e ausenios
of alarms in existing tenanted property would appearin all
probability, not to meet the"Duty of Care"that might reasonably be
expected by the Landlord. will discuss this with the landlord.
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