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DMM Properties Ltd , 4 Houndel Grove, Wombourne, Wolverhampton, West Midlands, WV5 8BZ

 (01902) 324480    Mobile 07976 377667

Dear Sir/Madam

INTRODUCTION

We have been operating for over thirteen years managing and letting property in the Black Country area of the West Midlands.  During this time we have built up a good local reputation both with landlords and tenants.  We have also during this time seen many changes in legislation in the Privately Rented Sector.  Upcoming and recent changes include changes in the way tenants deposits are treated, the change from Housing Benefit to Local Housing Allowance from April 2008.  There are further changes planned and from October 2008 no property can be let without an Energy performance Certificate.  We are fully paid up members of the Residential Landlord Association (RLA) www.rla.org.uk, which provides back up and legal advice when required.  We are also members of the Midland Landlord Accreditation Scheme.  The aim of this organisation is to establish a code that landlords and agents will adhere to.  It is to provide a general framework of standards expected of landlords accredited under the scheme in connection with the letting of their residential properties.  We are also an accredited member of the Midlands Landlord Accreditation Scheme.

HOW DO WE OPERATE?

During the time that we have been operating we have built up a landlord and tenant base.  This has been built up using local contacts and by advertising in the local press for tenants.  As a result we have a number of quality tenants in many areas requiring accommodation.

Before setting up we looked closely at other Letting Agents and Property Management companies to see how they worked, what services they provided, and what their commissions were.  They all varied but it was always our aim to offer the best services that they provide and more at a reduced cost to the client/landlord.  We also wanted to provide a more personal service to the landlord in that they know at all times who they are dealing with and by being recommended they know that we can be trusted to look after their property.

WHAT ARE THE ADVANTAGES AND HOW CAN YOU BENEFIT FROM OUR SERVICE?

By working from home we have no fixed overheads and thus commission charged is smaller than the High Street agencies.  The landlords that we currently help feel reassured by the fact that we visit the properties on a regular basis, thus knowing that their property is being looked after.  This differs greatly from a number of other office based agencies who normally only visit the properties that they manage when a problem arisesand not before.
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FULL PROPERTY MANAGEMENT SERVICE: We will provide a full management service on your property.

· We advertise for and vet all tenants.  This usually involves a credit check and references are taken.  As an extra security (if possible) the potential tenant is visited in their own property to inspect current living conditions.  The tenant will complete a Tenant Application Form which gives us personal details such as bank account details, national insurance numbers and alternative contact details.
· Set up the tenancy and issue appropriate Assured Shorthold Tenancy agreement ensuring that when the tenancy is extended that the agreement is still legal in line with changes to regulations.
· Collect the rent and take appropriate action should the tenant fail to pay.  This may include taking court action.  This is very rare, however we will do this for you without the need to appoint a solicitor and the only additional cost is the cost of the court fees.
· Check on the property– usually quarterly inspections – however properties are generally visited on a more regular basis.  We can advise a landlord during the inspection what repairs/updates are required if a property falls below legal requirements and decide what action to take to ensure the property is ‘fit and proper’
· Liase between the tenant and the landlord.  We are the first point of call.  Our office is open 5 days a week – however the tenant has the facility to leave a message out of hours and if necessary and where possible a genuine emergency will be dealt with.
· Handle all the day to day running of the property, and becoming the first contact point when a problem arises 
· Arrange repairs and maintenance of the property where required
· Commission – for a set fee of 10% of the gross rent (no Vat chargeable) and a sum equal to the first weeks rent at the start of each tenancy
Remember if we don’t let your property then you don’t pay anything - No let, No Fee

If you require further information or advice, do not hesitate to contact us
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______________________________________________________________________________________

General Advice for Landlords

Mortgage

If your property is mortgaged, you should obtain permission from your lender.  They may require additional clauses in the tenancy agreement of which you must inform us.

Leaseholds

If you are a leaseholder, you should check the terms of your lease, and obtain written consent before letting.

Insurance

You should ensure that you are suitably covered for letting.  Failure to inform your insures that your property has been let may invalidate your policies.  We can advise on Landlords Insurance and can offer a number of suitable policies to suit your needs.  The landlord will have to have full building insurance and we strongly recommend the use of landlordsure.co.uk  - for all your Insurance needs.  They can be contacted on 01782 661323.

Internet address www.landlordsure.co.uk
The Inventory

It is most important that an inventory of contents and schedule of condition be prepared, in order to avoid a dispute at the end of the tenancy.  Without such safeguards, it will be impossible for the landlord to prove any loss, damage, or such deterioration of the property or contents.  It would be presumed that you have made your own inventory unless we are specifically requested to do one.

Tax

When the landlord is resident in the UK, it is entirely his/her responsibility to inform the Inland Revenue of the rental income received and to pay any tax due.  If the landlord is not resident in the UK special rules apply for which we can give you advice on.  For more detailed tax information we can recommend you contact our own tax specialist.  Tax Breaks, Taxation Services,  BCM Associates Mr SJ Heathcock, 07967 481151
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______________________________________________________________________________________

Preparing the Property for Letting

We have found that a good relationship with tenants is the key to a smooth-running tenancy.  As property managers the relationship part is our job, but it is important that the tenants feel comfortable in their home, and that they feel that they are receiving value for money.  This is your job.  We are pleased to recommend properties to rent, which conform, to standard.  Quality properties attract quality tenants.

General Condition

Electrical, gas, plumbing, waste, central heating and hot water systems must be safe, sound and in good working order.  Repairs and maintenence through wear and tear are the landlord’s responsibility.  It is often difficult to prove that a repair is required through misuse by the tenant.

Appliances

Similarly, appliances provided as part of the tenancy such as washing machines, fridge freezer, cooker should be in good working order.  Once more repairs and maintenence are at the landlord’s expense, unless misuse can be established.

Decorations

Interior decoration should be in good condition and free from damp

Furnishings

We normally recommend that properties are unfurnished.  If furniture is provided it should be of a reasonable quality and conform to the current fire regulations.  An allowance for wear and tear should be made when providing furniture.  The Furniture and Furnishings regulations 1988 provide that specified items supplied in the course of letting property must meet minimum fire resistant standards

Personal Items, Ornaments etc.

Personal possessions, ornaments, pictures, books etc should be removed from the property, especially those of real or sentimental value.  Some items may be boxed, sealed and stored at the owner’s risk in the loft.  All cupboards and shelf space should be left clear for the tenant’s own use.
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______________________________________________________________________________________

Gardens

Gardens should be left neat, tidy and rubbish free, with any lawns cut.  Tenants are required to maintain the gardens to a reasonable standard, provided they are left the necessary tools.

Cleaning

At the commencement of a tenancy the property must be in a thoroughly clean condition, and at the end of each tenancy it is the tenant’s responsibility to leave the property in similar condition.  Where they fail to do so, cleaning should be arranged at their expense.

Mail Forwarding

We recommend that you make use of the Post Office redirection service.  Application forms are available at their counters, and the cost is minimal.  It is not the tenant’s responsibility to forward mail.

Information

It is helpful if you leave information for the tenant on operating the central heating and hot water system, washing machine and alarm system, and the day refuse is collected etc.

Keys

You should provide one set of keys for each tenant.  As managing agents we should also retain a full set of keys.  It is important that you keep a set of keys for the property yourself.

Utilities

We will notify relevant utility services for Electric, Gas, Water and Council Tax at the commencement of the tenancy.  It would be helpful if you could inform us who the suppliers of each utility are.

Tenants Deposit and the Tenants Deposit Scheme

Tenancy Deposit Protection (TDP) will add to the measures already brought in to drive

up standards in the private rented sector set out in Housing Act 2004. Those measures

include licensing multiple occupancy homes and new safety rules.

TDP will apply to all assured shorthold tenancies (ASTs) in England and Wales, where

a deposit is taken. Virtually all new contracts to let a property are ASTs.

It will start on 6 April 2007, and be valid for all new tenancy agreements from this date.

There are two main aims:

1 To ensure good practice in deposit handling, so that when a tenant pays a deposit,

and is entitled to get it back, they can be assured that this will happen.

2 To assist with the resolution of disputes by having an alternative dispute resolution

service (ADR). It will also encourage tenants and landlords to have in place, from the

outset, clear agreement on the condition of the property through best practice, such

as the use of inventories, and agreement on the condition of the property.

Tenancy Deposit Protection in summary

• Landlords will be required to join a statutory tenancy deposit scheme,

if they take deposits.

• This will mean that deposits are safeguarded.

• Tenants will get all or part of their deposit back, if they have kept the property

in good condition and are entitled to get their deposit back.

• The scheme offers alternative ways of resolving disputes which aims to be faster

and cheaper than taking court action.

Tenancy Deposit Protection Overview 01

An overview of Tenancy Deposit Protection

What is Tenancy Deposit Protection?

From 6 April 2007, all deposits taken by landlords for what is called Assured Shorthold

Tenancies – the vast majority of tenancies – in England and Wales must be protected by

a tenancy deposit protection scheme.

To avoid disputes going to court, each scheme will be supported by an alternative dispute

Resolution service (ADR), whose aim is to make disputes faster and cheaper to resolve.

How does Tenancy Deposit Protection work?

Landlords will be able to choose between two types of scheme: a single custodial scheme

and two insurance-based schemes.  DMM Properties have opted to use the government run custodial scheme We will administer all of this for you.

Custodial scheme:

• The tenant pays the deposit to the landlord;

• The landlord then pays the deposit into the scheme;

• Within 14 days of receiving a deposit, the landlord must give the tenant the prescribed

information (to be set out in secondary legislation) about the scheme being used;

• At the end of the tenancy, if the landlord and tenant agree how the deposit should be

divided, they will tell the scheme which returns the deposit, divided in the way agreed

by both parties;

• If there is a dispute, the scheme will hold the disputed amount until the dispute

resolution service or courts decide what is fair;

• The interest accrued by deposits in the scheme will be used to pay for the running of

the scheme and any surplus will be used to offer interest to the tenant, or landlord if

the tenant isn’t entitled to it.
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Landlord responsibilities and the law

Gas Appliances in Privately Rented Accommodation

The Gas Safety (Installation and Use) Regulations 1998 place duties on landlords and gas consumers

(These duties to protect tenants safety are in addition to the more general ones that landlords have under the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work regs 1992)

What are my main duties as a Landlord?

Gas 

You are required to:

· ensure gas fittings and flues are in a safe condition

· by law landlords are responsible for making sure that appliances are maintained, in good order, and checked for safety at least every 12 months.

· by law only a competent person - someone with the right knowledge and technical experience - can carry out work on gas appliances (D.I.Y work on gas appliances could be dangerous and illegal).  Therefore all work has to be carried out by a CORGI registered gas installer.

· The landlord must keep a record of all safety checks from 31/10/95 and issue a copy of a current Landlord’s Safety Certificate issued by a CORGI registered gas installer to the tenant.  A record of each safety check must be kept for two years.  A copy of the safety record must be issued to each existing tenant within 28 days of the check being completed, or to any new tenant before they move in.

If you need us to arrange for a CORGI installer to check the appliances at your property we will do so under instruction.  If the appliances have already been checked and you hold a valid safety certificate it will be necessary that we have a copy to go on our files.  Without a valid gas safety certificate we will automatically instruct a CORGI gas engineer to inspect the property.

You should not assume that an annual service inspection meets the safety check requirement, or that a safety check will be sufficient to provide effective maintenance.  Ask the advice of a CORGI gas installer where necessary.

These are now statutory rules and must be complied with.  It is the Landlord’s responsibility to ensure that the work is carried out.  It is important that your property is safe to live in.  If the property comes under the full management service it is important that the management contract is fully completed and returned.  Failure to do so will leave responsibility solely with the landlord.

If you need further advice about any of the gas safety issues mentioned in this pack ring the

HSE Gas Safety Advice Line

0800 300 363

HSE’s Gas Safety home page on the Internet:

http://www.open.gov.uk/hse/gas/index.htm
Electrical

Under the Electrical Equipment (Safety) regulations 1994, and other regulations, electrical installations and equipment in tenanted premises must be safe.  You should therefore make a visual check to ensure those all-electrical fittings, equipment and leads appear completely safe and undamaged, and arrange for a qualified electrician to deal with any faults, which are found.

We strongly recommend that you get a full electrical report and certificate.

________________________________________________________

We are fully paid up members of the Residential Landlords Association and if there are problems that occur that we are unable to deal with then they have a team of solicitors who specialise in the Privately rented Sector who are able to assist in any problems.
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                   www.rla.org.uk

There is only a limited amount of information that we can put together in this pack and there are bound to be other questions that you have.

If you have any more queries then please feel free to contact us

Energy Performance Certificates [image: image10.png]



	ENERGY PERFORMANCE CERTIFICATES – MANDATORY ON ALL RENTAL PROPERTY
In relation to EU Law all rental property in England and Wales will require an Energy Performance Certificate from October 2008. These assessments must be carried out by fully qualified and accredited Energy Assessors.  Property in Scotland and Northern Ireland will also require an EPC during 2008; exact dates for this are to be confirmed. 

HIGH DEMAND COULD CAUSE LANDLORDS COSTLY DELAYS IN MARKETING THEIR PROPERTY
This is the schedule which points towards Energy Assessors being in high demand:
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August 1st 2007 – all 4 bedroom property put up for sale will require an EPC as part of the new mandatory Home Information Pack, all remaining house sizes to be implemented as more DEAs become available, likely to be by end of 2007
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April 2008 – all commercial property over 500 sq meters will require an EPC when offered for sale or rental
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October 2008 – all remaining commercial property of any size will require an EPC when offered for sale or rental 
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October 2008 – all residential property will require an EPC at point of rental 
The demand will be high, one important point to consider is the possible delay that may be caused in marketing  your property for rent because you do not have an EPC – from October next year it will be illegal to rent your property without a certificate.  It will be a busy time for Energy Assessors and so turn around of your EPC could cost you significant rental income, as you could experience a delay in getting your certificate and in turn getting your property on the market. 

The Sunday Times recently quoted the Association of Residential Landlords as suggesting that an EPC is likely to cost £200. 
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The good news is that EPCs for the rental market will last for 10 years, which offers you an opportunity to get ahead of the game by getting your certification carried out early. 

We have a Nationwide Team of fully qualified Assessors currently providing certificates to the Sales Market.

If you want to get ahead of the game, we will carry out your Energy Performance Certificate at a reduced rate up until July 2008 and depending on volume.  These certificates would last you to 2017/18.  

We will also offer a reduced rate for multiple properties. 

Arrangements will be made by us via your tenants to access the property on your behalf. 

 






Unless you already have one we can arrange for an Energy Performance Certificate to be issued.  This will be valid for 10 years from time of issue.  I am an NHER Domestic Energy Assessor

NHER Accreditation number NHER 003868
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Background to the Local Housing Allowance
1. What is the Local Housing Allowance and when will it be introduced? 
The Local Housing Allowance (LHA) will be introduced nationally on 7th April 2008 and is a new way of deciding rent payments for people receiving Housing Benefit (HB). It does not replace HB. It uses a flat rate allowance based on the size of the tenant’s household and the area in which they rent property to decide the amount of benefit they will receive. This amount is not directly related to the rent that you charge so the benefit that your tenants receive may be higher or lower than the contractual rent. The rate of LHA that customers receive will be reviewed on an annual basis. 

Other circumstances, such as the money that the tenant has coming in or other people living in the household, will still affect the amount of benefit paid so the tenant may not always receive the full rate of LHA. 

2. What does the LHA scheme cover? 
The new scheme will apply to Housing Benefit customers in the deregulated private sector and mainstream private tenancies only. 

3. Will benefit claims be transferred to LHA rates right away? 
Tenants will continue to receive benefit under existing rules until a change occurs that affects either the number of occupants in the household, they have a break in their claim of one week or more or they move to a different address. Benefit will then be transferred to the new LHA scheme. 

4. What are the rates based on? 
Different LHA rates will apply in different areas. Within those areas, they will be based on the median rent charged by landlords in the private sector for properties of various sizes. LHA rates will be further broken down into ‘Room Rates’ that will apply depending on the size of the household, including any non-dependants. Size criteria will be based on allowing one bedroom for: 

a) Every adult couple 

b) Every other adult who is not part of a couple 

c) Any other adult aged 16 or over 

d) Any two children of the same sex 

e) Any two children regardless of sex under age 10 

f) Any other child 

The number of living rooms, kitchens and bathrooms is ignored for the purpose of the size criteria. 

5. Why are the changes being made? 
The LHA is part of the Government’s agenda to modernise public services and will help to give everyone access to decent housing. The fundamental objectives of the LHA are to promote: 

Fairness: The new scheme will generally pay the same amount to tenants with similar circumstances living in the same area. 

Choice: Tenants will be able to choose between paying more to stay in a property that is larger or keeping the difference if they move to a cheaper property (to a maximum of £15 per week). 

Transparency: It will be easier for tenants and landlords to know in advance how much rent could be covered by HB. 

Personal responsibility: Paying the allowance to customers hands back responsibility to them for budgeting and paying their rent themselves. Accepting this responsibility while on benefit will make it easier to manage the move into work. 

Financial inclusion: Most people will have their housing payments paid into a bank account and set up a standing order to pay the rent to their landlord. 

Increased work incentives: Greater certainty about what in-work benefit you could receive will remove barriers to take the step from welfare into work. 

Simplicity: There will no longer be a need for complex rent determinations and restrictions that contribute to the delay in processing claims. 

LHA Rates 
6. How is the LHA calculated? 
The LHA is calculated by the Rent Service for individual areas, known as Broad Rental Market Areas (BRMAs), each month. It is based on the median rental figure for that particular area depending on the size of the property. Basing the LHA on the median of rents for a certain property size means that exactly half of the rental properties of that size in the area will be affordable within the LHA amount that the customer receives. 

Direct payments to the landlord 
7. Who will benefit be paid to? 
Personal responsibility and financial inclusion are two key aims of the LHA. In the vast majority of cases, benefit will be paid to the customer who will be responsible for making their own payments of rent to their landlord. In certain circumstances, benefit can be paid directly to the landlord. 

8. What if I, as a landlord, just prefer to have the rent paid direct to me? 
The choice of having the payment made directly to the landlord will not exist under LHA. Taking responsibility for the payment of essential items such as accommodation is an important aspect of helping customers with the move into work. Most customers will be paid their benefit into a bank account and then will be free to set up a Standing Order to pay you, just as they would if they were in work.

Summary

From April 2008 Housing Benefit will be replaced by the Local Housing Allowance.  If your property is currently let to tenants receiving Housing Benefit this will remain unchanged until they re-claim or come off Housing Benefit for one week or more.  It is not yet known how long this will continue for.  For new claims from April then the tenant will receive Local Housing Allowance directly.

------------------------------------------------------------------------------------------------------------

PLEASE SIGN AND RETURN THESE 3 PAGES TO DMM PROPERTIES
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(01902) 324480           Mobile 07976 377667

Office Hours 9.00a.m – 5.00 p.m

AGENCY AGREEMENT - MANAGEMENT SERVICE

TERMS OF BUSINESS

DMM Properties Ltd agree to perform the following duties under the following terms:

1. Provide a rental valuation of your property.

2. Advertise as necessary; select tenants, arrange/carry out viewings and deal with negotiations.

3. Prepare and execute a suitable tenancy agreement in accordance with current legislation.  An inventory can be prepared if required on request.

4. Advise and assist in the transfer of utility services – Electricity, Gas, Council Tax and Water Rates.

5. Collect and hold a security deposit.

6. Receive ongoing rental payments, prepare and forward to you financial statements on a monthly basis.

7. Inspect the property periodically to ensure compliance with the terms of the tenancy agreement.

8. Advise on and ensure compliance with gas Safety (Installation and Use) Regulations 1994 with regard to the inspection, maintenance, and keeping of records in respect of all gas appliances in tenanted premises.

9. Inspect the property periodically to ensure compliance with the terms of the tenancy agreement.  Responsibility for and management of empty property is not normally included, and will only be carried out by special arrangement

10. Arrange any repairs, maintenance or replacements to the property or contents which come to or are brought to our notice and which we consider necessary, up to an estimated cost of £200 for any one job or item.  Where the estimated cost exceeds £200.00, notify you or your nominated representative who will be responsible for arranging and paying for such work or replacement.

11. Take appropriate initial action in the event of rent arrears on any other breach of condition of the agreement in an effort to remedy the situation.  Where such arrears or breach exists, inform you or your nominated representative who will be responsible for taking any further action and meeting any costs involved.  DMM Properties shall not be liable for any loss of rental income howsoever caused.

12. If a tenant is receiving Housing benefit all reasonable steps are taken to ensure that the tenant is entitled to Housing Benefit.  However if it is later discovered that the tenant is not entitled to Housing Benefit then any overpayment of Housing Benefit must be repaid by the landlord

13. Liase with the tenant on a routine basis and arrange renewals of the agreement.

14. It is hereby agreed that we may deduct from rental received all fees, commissions, charges and disbursements payable to us under the terms of this Agreement.

15. The owner agree to ratify all lawful actions taken by us as Managing Agents under this agreement, and to indemnify us against all costs and expenses so incurred.  

16. DMM Properties Ltdaccepts no responsibility as a result of any loss, damage, or demand arising directly or indirectly from the operation of the Management Services.

17. The power to DMM Properties Ltd to be a signatory on behalf of the landlord in respect of the formal tenancy agreement drawn up by DMM Properties Ltd
18. Either party may terminate this agreement at any time providing one month’s notice in writing is provided.

LANDLORDS RESPONSIBILITIES

1. If you have a mortgage or other loan on the property, you should obtain your lender’s consent to let.

2. If you are a leaseholder you should check the terms of your lease and obtain any necessary consent to let.

3. You should ensure that you are adequately covered under both your buildings and contents insurance, and must inform your insurers that the property is to be let.

4. We will not accept liability or responsibility for frost or cold weather damage to water systems or subsequent damage caused thereby at any time, and the owner should therefore ensure that such risks are covered by his insurance.  It is recommended that adequate arrangements be made with a third party to protect water systems from cold weather.

5. Where the owner is resident in the U.K income tax on rental from property is entirely his responsibility.  However where the owner is deemed to be resident overseas, unless exemption has been agreed, we as your letting and managing agent must deduct tax from rental received and forward the same to the Inland Revenue.

6. Ensure that the property complies with Gas, Environmental health and electrical regulations.  To notify DMM Properties Ltd of any defects/repairs.

Our Charges

For each tenancy:

(A) Management Commission equivalent to 10% of rental received and one weeks gross rent when setting up the tenancy

(B) Preparation of Inventory.  Inventory and schedule of condition on your behalf are £30.00

(C) Termination of tenancy.  An administration fee of £20, includes for the final property visit and inventory check out documentation

I wish to appoint DMM Properties Ltd as my Letting and Managing Agents in accordance with the terms, conditions and fees as laid out herein and which I have read, understood and taken appropriate advice on where necessary, in respect of the property appended below.

Address/Es of properties to be Let and Managed:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signed:                                                 Date:

Print name:

Signed by Agent:                                   Date:

[image: image18.wmf]
DMM PROPERTIESLTD

TEL: 01902  324480      Mobile 07976 377667

LANDLORD APPLICATION FORM

Property Details

Property Address ................................................................................................................

.............................................................................................................. …………………

Children Y / N         Pets Y / N         DSS Tenants Y / N / Dont mind

Furnished (   )  Partly Furnished (   )  Carpets & Curtains (   )  Unfurnished (   )  Central Heating (   )

Property Available From ...........................……………... For a Period of ............................................

FURNISHINGS AND NOTES

	LIVING ROOMS


	

	KITCHEN
	

	BATHROOM
	

	BEDROOMS
	

	
	

	
	

	
	

	GARDEN/GARAGE/CARPARKING ETC
	


Landlord Details

Name ....................................................... Tel: (Day) .....................…………...... (Evening) ........……….......

Home Address ...................................................................................................................................

Agreement Signed .....................................  Landlord Source .................................................

	Electric Supplier


	Council Tax

	Gas Supplier


	Water


Any Special Requirements / Notes             
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