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APPLICATIONFORTENANCY&TENANTSGUIDE					
(This document is not a tenancy contract).

ThefollowinginformationwillbeusedtoadministrateyourtenancywithBushPropertyLettingsandtocompilethetenancyagreementitself.Itisessentialthatallinformationyouprovideisaccurateandcomplete,asfailuretodosomayresultinadditionalchargesbeingraisedandinsomecircumstanceswilldelay,orevenprevent,thetenancyfromproceeding.

Please provide TWO forms of ID with your application.  One should be Photo ID (passport, driving license etc.) and one a utility bill or bank statement showing your current address.

[bookmark: _GoBack]Proposed Tenancy Address:

.....................................................................................................

........................................................post code:............................

Tenants Details:
Please complete all personal details for each prospective tenant

	NAME		        TELEPHONE	  EMAIL

.....X............................/............................/............................

.....X............................/............................/............................

................................./............................/..............................

................................./............................/..............................

Proposed Start:........../...................../...........Length of Tenancy: …………………….
Anticipated move in date

Current Address:

.....................................................................................................

........................................................post code: ............................

Length of Time at Address: …………………………………………..


Thisdocumentcontainsimportantinformationandadviceregardingtheproposedtenancy,andyourrightsandresponsibilitiestherein.Pleaseensureyouhavereadandfullyunderstandthecontentas,bysigningthisdocumentyouareconfirmingthattheinformationprovidedbyyouiscorrectandcompleteandthatyouacceptourterms.

Deposit(Holding)							
Toindicateyourseriousintentionstoproceedwithrentingtheproperty,aswithmostlettingsagencieswerequirethataholdingdepositbepaid.Thismustbeintheformofdebit/creditcardorbankersdraftotherwisethepropertywillnoteffectivelybesecured.Thiswillbeheldagainstourexpensesinprocessingyourapplication,andifyourapplicationissuccessful,willbedeductedfromyourtotaldepositdue.Thispaymentdoesnotobligeourclienttoletthepropertyconcernedoranyotherpropertytoyouanditdoesnotcommitthelandlordtograntingatenancyorconstituteanofferoftenancy.Nointerestwillbepaidonthisoranydeposittowhichyouare,ormaybeentitled.

Ifyourapplicationisunsuccessfulbecauseyouoranyproposedjointtenantchangeyourmindandwithdraworbecausewe,thereferencingagency orthelandlorddeemyourreferencesunsatisfactory,or thecommencementdateisdelayed by youformorethansevendaysfromthedateof signature,then no moneywillbe refunded to you.However,ifthelandlorddecidesnottoproceedforanyotherreasonthenwewillreturnyourmoneyinfull.
Intheeventof moneybeingreturnedto you,allrefundsare bybank transfer or card refundonlyand intheformof onepayment,and inthecaseof a grouptenancy,to onesingledesignatedtenant.Youshouldallow a minimum of 7 workingdaysfordispatchofthisrefund.

Deposit(Balance)
Ifthetenancycompletes,theholdingdepositisdeductedfromthetotaldeposit,leavingthebalanceofthedepositonly,payableuponcompletionofthetenancyagreement,priortocommencementandmovein.ShouldthetenantdecidenottotakethepropertytheHoldingDepositisnotrefundable.Ifatenancyagreementisenteredinto,thetotaldepositwill beregistered with‘The TenancyDeposit Scheme’within thirtydays ofthe startof thetenancy.

Deposit(Refund)
Thedeposit, which is usually equal to 1.5 x one month’s rent,  issubjectto‘TheTenantDepositScheme’,detailsofwhichwillbecontainedinthetenancyagreement.Ifthereareanydisputesattheendofthetenancywithregardstothedepositthatcannotbemediatedbyusas agents, they can be independently adjudicated by ‘The Tenancy Deposit Scheme’, whose decision will be final.Aforwardingaddresswillneedtobeprovidedfor the return ofalldeposits.Depositreturnsarenotsplitbetweenindividualtenants.

EmergencyMaintenance
BushPropertyLettingsprovidescontactnumbersforout-of-hours/emergencyplumbingandelectricalissues.Thesenumbersaretobeusedinpreferencetoanyothercontractorandonlyinthestrictcircumstanceofanemergency,notforroutineornon-emergencyrepairs.Misusewillresultinthetenantbeingchargedforthecall-out.Currentlythetelephonenumbersforurgentrepairs,whentheoffice isclosedare,plumbing:07716941455,electrical07786024281.Thesenumberscanalsobeaccessedbycallingtheoffice	numberoutofhoursandlisteningtotheanswermachinemessage.

Guarantor
In certain circumstances a guarantor may be required to guarantee the rent for the tenancy.  The guarantor must be
a UK resident  with adequate means to cover the rent payment. The guarantor will be asked to sign a Guarantor Agreement.

Insurance
The owner will take responsibility for insuring the building.
Itisrecommendedthatalltenantshavecontentsinsuranceinplacethatcoversaccidentaldamageandliability. Anysuitablepolicywillbeacceptedandagoodpolicyprovidedbyalocalfirm canbefound at tenantinsurance.nwbrown.co.uk(aleaflet forthesamepolicy canbeprovidedwiththisapplicationfortenancyform.)

Inventory
An inventory of contents and schedule of condition will be prepared for each fully managed property by an independent inventory clerk.  You will be asked to check the property against the inventory and detail any discrepancies to the inventory clerk.  It is essential that you do check the inventory as this will be used for the end of tenancy check out. Tenants will be charged for the end of tenancy check out.  Please see charges below.

Rent Payment
Rent must be paid by the rent due date each month.  The due date is the day of the month on which the tenancy commenced.  Payment should be made by standing order.  Share groups must arrange to make one joint payment.

Repairs
It is essential that all maintenance issues are reported to Bush Property Lettings promptly.  The owner will be responsible for the repair and maintenance of the services and fabric of the building, together with any fixtures and fittings eg kitchen appliances where supplied except where the fault is due to misuse or damage by the tenants. We have a duty to report all maintenance problems to the owner and to await their instructions before instructing a contractor to attend the property.

Termination
When you wish to leave the property you must give one month’s written notice ending on the last day of a period of the tenancy.  The owner is required to give a minimum of two months’ notice ending on the last day of a period of the tenancy .

Uponterminationofthetenancy,thepropertyistobefullycleanedandallfurnitureshouldbereplacedtotheoriginalpositionasatcommencement.Refrigerator/freezersaretobedefrostedandcleaned,withallfoodremovedfromtheproperty,ovens&microwavesare tobe cleanedproperly, asarebathrooms.Carpets should be professionally cleaned and a receipt supplied to the agent for this. Allpersonalitemsare tobe removedfromtheproperty.Anyitemsleftwillberemovedandmaybediscarded.Costsincurredinundertakingtheserequirementsorcompletingunsatisfactoryeffortswillbechargedtothetenants.

Thirdparties
AtnotimewillamemberofBushPropertyLettingsstaffenterintodialogue,correspondenceorcontactofanykindregardingthetenancywithanythirdparties,whetherrelatedtoa tenantornot.Onlytenantslistedonthetenancyagreementarerelevant to anyissuesregardingthe tenancy.In the case of twoor moretenantsresidingat the propertyanycorrespondenceaboutthetenancywillbeconductedwithonedesignatedtenantratherthanalltenantsontheagreement.If there isaguarantoronthe tenancy,thenonlyfinancial	mattersrelatingtothetenancywillbediscussed.
Utilities
It is essentialthatTenantscomplete thenecessary application formsand paytherelevantcharges for thetelephone, gas, water andelectricity,failingwhichtheserviceswillprobablybedisconnectedsoonaftertakingoccupation.ItistheresponsibilityoftheTenanttoarrangefinal readingsfortheseservicespriortovacatingthepropertyinordertodischargeanyfurtherliabilityand to ensurethattherelevantdepositsarereturned.
PleaseDoNotHaveTheUtilitiesDisconnected.

TheTenantmustmakearrangementstopaytheCouncilTaxandWaterRatesduringthetermoftheTenancy.

SUMMARYOFCHARGES:

Onemonth’srentinadvance:	£.........................

SecurityDeposit:	£.........................
(oneandahalfmonthsrent)

Reference /Administrationfee:	£.........................
£180.00 (incl.vat) percontracted tenant

Guarantorreferences:	£.........................
£60.00(incl.vat)

TOTAL:	£.........................

LessHoldingDepositReceived:	£.........................

BALANCEMONIESDUE:	£.........................

PAYMENTISACCEPTEDBYCREDIT/DEBITCARDORBANKERSDRAFT ONLY.BANKERSDRAFTSMUSTBEMADEPAYABLE TOBUSHANDCOPROPERTYMANAGEMENTLTD.PLEASENOTETHEREWILLBEA2.5%CHARGEONALLCREDITCARDPAYMENTS.

VatRegistrationNo.711500590


 Signed ……………………………………………………………………………………………………………

 Date ……………………………...

						


FEES

Holding Fee 	
This is payable when you apply for a property.  It does not guarantee 
 that the tenancy will proceed. If the tenancy proceeds, this fee is deducted from
 the start of tenancy payment 							£500 (inc VAT)

Administration Fee   per applicant:						£180 (inc VAT)

Company Administration Fee:					£350 (inc VAT)

Guarantor Fee:								£60  (inc VAT)

Check out Fee: (depending on size of property) see below			£70 - £125 + VAT

Tenancy Agreement update							£102 (inc VAT)
(if changes are required to the agreement due to change of share etc)

Renewal (where new fixed term agreement required)			£102 (inc VAT)

Early Re-Let Fee								£150  (inc VAT)
(If you wish the property re-advertised during a fixed period)

Pet Fee: (non-refundable to cover owner for pet-related problems
Eg fleas)									£150  (inc VAT)

Dilapidation deposit:  1.5 times one month’s rent




Check Out Fee:  

Unfurnished 1 bedroom property:  £70 + VAT	Furnished 1 bedroom property: £75 + VAT
Unfurnished 2 bedroom property:  £75 + VAT	Furnished 2 bedroom property: £85 + VAT
Unfurnished 3 bedroom property:  £80 + VAT	Furnished 3 bedroom property: £95 + VAT
Unfurnished 4 bedroom property:  £90 + VAT	Furnished 4 bedroom property: £105 + VAT
Unfurnished 5 bedroom property:  £105 + VAT	Furnished 5 bedroom property: £125 + VAT

All payments made by credit card are subject to a processing charge of 2.5%











Bush&CoPropertyManagementLtd.RegisteredOffi	UnitD,SouthCambridgeBusinessPark,BabrahamRoad,Sawston,CambridgeCB223JHNo.3536576

1

