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CARLTON PROPERTY SERVICES LTD
Our office is situated in a strategic location to provide us with a sound base from which to serve the community. We specialise in lettings & management. and also advise on property investment and development 

Our letting department has been established over twenty five years. The department believes in offering a quality service unmatched by other agents. Our services are designed to put the landlord first and to ensure the successful management of your property.

Tenants
Finding the right tenant for a property is fundamental. We start by establishing with yourself a criteria for the sort of person you wish to occupy your property. We then match this to prospective tenants who must provide us with references. Only after checking these references will we then proceed with a tenancy. It is our recommendation that landlords meet prospective tenants.

When dealing with tenants we take references from their employer and bank and from an established credit company. Rental payments are due every calendar month, in advance starting from the commencement of the tenancy agreement. We do encourage tenants to pay their rent by standing order, if however they pay by cheque we must allow time for this to clear our bank before forwarding payment to you.

Rent
When we initially assess the property and recommend what we believe to be a realistic rent. Prospective tenants usually accept this figure but there may need to be some room for negotiation. 

Deposits
We request a deposit on all tenancies, for private tenants the deposit is equal to six weeks rent.

Deposits are held in accordance with current legislation to help ensure the tenant looks after the property. It is refundable at the end of a tenancy only after the tenant has vacated the property and providing the house and their account is in order.

Commencement of Tenancy 
The tenancy commences on the date shown in the tenancy agreement. Prior to the tenant moving in, we recommend that an inventory and a check-in of the property is carried out. A copy of this inventory is forwarded to you and the tenant. Please note that a separate charge is made for this service. 

Tenancies
All new tenancies commence with a minimum six-month assured shorthold tenancy. Once this contract has been in force for just over three months the tenancy is reviewed and we will write to you asking if you wish the tenancy to continue, if you do not want to renew the tenancy you must inform us immediately, we will then make arrangements for the statutory notice to be served. 

After contacting yourself we will then contact the tenants, they can opt to leave the property at the end of the lease or request permission to stay on. If the tenants wish to stay in the property you can either decline in which case the notice to quit must be served this then gives the tenants two months to vacate the property. Alternatively you can allow the tenancy to continue; here you can choose to renew for a period from six month upwards. (A significant number of tenants do request twelve-month contracts). If you do not wish to commit yourself to a definite period the contract can become a periodic whereby the tenant stays in the property (under the terms of the original contract). Should they wish to leave however they only need to give one-month notice, if you require possession of the property you must give the tenants two months notice.

End Of Tenancy
Once a tenancy comes to an end we make arrangements to meet the tenant at the property. We recommend a check-out is carried out to inspect the property again and note meter readings and recommend the Landlord to be present. The deposit is returned to the tenant once we are convinced that everything is in order. 

Inspections
We conduct quarterly inspections of all properties we are instructed to manage. These inspections serve numerous purposes, they allow us to visit the tenant in the property and ensure they are looking after it. We also check for signs that something may be wrong with the property, should something need attention we can then inform you as soon as is practical helping to reduce the risk of the problem becoming worse and the cost escalating. These visits also help us get to know the tenants better, so that when the tenancy agreement is due for renewal we can be confident in the advice we give to you.

Repairs
If things go wrong and the tenant contacts us, we then contact you and await your direction.)
Gas Appliances
It is a legal requirement that every gas appliance and gas central heating system has to be inspected on an annual basis and a safety certificate must be issued. A copy will be provided for the Landlord, tenant and agent.

We can arrange for the safety inspection to be carried out for you by our local gas engineer. 

We recommend you insure your boiler and central heating system.
Electrical Equipment
Whilst there is no statutory obligation on landlords to have professional checks carried out on electrical systems or appliances. However, we feel that we should make known to landlords that under the Electrical Equipment (Safety)Regulations 1994, and the plugs and sockets etc (Safety) Regulations 1994, both of which come under the 1987 Consumer Protection Act, there is an obligation to ensure that all electrical equipment is safe.

We would strongly recommend that all landlords should make absolutely sure they are complying with these regulations to ensure that all electrical equipment supplied is in working order and safe. In order to do this we recommend: Annual visual inspections by the landlord or agent - recording this on a safety checklist, Inspections on tenant change-overs, listing electrical equipment and recording its condition and noting the fuses fitted. Periodic inspections of electrical equipment by a qualified electrician. 5 yearly inspections by a qualified electrician to ensure safety and that the electrical system complies with current electrical regulations.

Smoke Detectors
It is our recommendation that all properties should be fitted with at least two smoke detectors. Smoke detectors are inexpensive and are easily fitted. Once installed these devices must be checked on a regular basis.

If your property has gas appliances then you may wish to consider the installation of carbon monoxide detectors. 
Furnishings


If any furniture is left in a property, then you as landlord have a duty to ensure it is maintained. Any soft furnishings (Chairs & beds etc.) that are left in the property must comply to fire regulations,

Mortgages
If the property you wish to rent is subject to a mortgage then the mortgage lender should be informed that you intend to let the property. This should be done before a tenant moves into the property. Some lenders do ask to see a copy of the lease which the tenant will be asked to sign, we will happily provide them with this. The lender may make a small charge to cover administration costs.

Insurance
As landlord you are still responsible for the building and accordingly the buildings insurance. We recommend you consider insuring the contents you are providing.

Tax
Income received from renting any property is subject to tax (we strongly recommend that you take advice from your accountant). 
Overseas Landlords 
A landlord can apply for an exemption certificate from the HMRC. If you are awarded exemption we can send all the rent money to yourself (a copy of the exemption certificate must be held by ourselves) without a deduction for tax.

Keys

We would normally require two sets of keys to the property, one will be handed to the tenant on occupation, and the other will be retained in our office for emergencies. Note: If you wish to use or collect these keys at any time you must bring proof of identification as a security measure.

Finally

If you do not have any problems, feel free to contact us - we are here to help. 
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