
INFORMATION FOR PROSPECTIVE TENANTS

As a tenant it is important to ensure you receive a quality service both before and during your tenancy.  At Samuel & Son we 
provide tenants with up-to-date and relevant information, competitive referencing and administration fees and, as members 
of the Royal Institute of Chartered Surveyors (RICS), The Property Ombudsman (TPO) and the Deposit Protection Service (DPS), 
you can be sure that we act within strict codes of conduct and your deposit money is protected.   Samuel & Son Residential 
Lettings Department has produced this guide to inform tenants of the procedures and requirements relating to a typical 
tenancy taken through Samuel & Son.  If you are unsure or you wish to clarify details, then please contact us for further 
explanation before arranging any viewings. 

GETTING STARTED 

Securing a property/Tenancy Application 
Having viewed the property and arrived at a decision to make an application to rent, a holding deposit will normally be 
required, usually equivalent to a week’s rent.  ALL persons aged eighteen and over will need to complete an online Application 
Form and will be named in the tenancy agreement.  At the point of processing your application, payment of our tenant 
referencing fee will be required by bank transfer.   

The submission of the referencing application is no guarantee of tenancy.  A final decision as to whether or not a tenancy will 
proceed will depend on responses received and will be made in consultation with the landlord.   

You will be required to provide personal details ranging from full name, date of birth, address history, occupation and salary 
and bank details.  You will also be asked to provide financial/employer and character references as we can only agree a tenancy 
subject to satisfactory replies from those referees.  The referencing will also include a search of the credit registers and 
contacting your previous landlord/agent if you were previously a tenant.   
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Should you have County Court Judgements (CCJs) registered against you it may not be possible to grant you a tenancy, unless 
satisfactory evidence of the clearance of debt is produced prior to the commencement of the tenancy.  

Should you have a poor credit history, you may still be offered the tenancy subject to a satisfactory guarantor being provided. 
The guarantor will need to provide satisfactory references and credit checks and will be expected to sign a form to guarantee 
your legal commitments in the tenancy, including payment of rent. 

The total combined monthly gross income of all rental applicants in a given rental property must be at least two and a half 
times the monthly rent.  A guarantor will need to have an income of three times the monthly rent.  Only income that can be 
verified will count.  

Identification 
Every applicant, including guarantors must be able to present original current photo identification and address confirmation 
to comply with Money Laundering Regulations and Right to Rent legislation.   Acceptable forms of photo ID include, full 10 
year passport, full driving licence along with a birth certificate.  Acceptable forms of proof of address documents include a 
recent bank statement or utility bill.  

Tenant Fees 
Samuel & Son charge a non-refundable Tenant Referencing Fee of £75 for each named tenant, payable prior to processing 
your tenancy application.  Upon acceptance of the application, Samuel & Son charge a Tenant Administration Fee of £180 
per property and a contribution to inventory and check in charged according to size of property.  Fees include VAT.

TENANCY AGREEMENT 

The Tenancy Agreement 
Most residential tenancy agreements will be Assured Shorthold Tenancies regulated under the Housing Act 1988 (as amended) 
with a minimum 6 month fixed term.  The Tenancy Agreement will normally be for an initial fixed term of either 6 or 12 months. 
Following receipt of satisfactory references and agreement to the letting between landlord and tenant Samuel & Son will 
produce the tenancy agreement which you will be required to sign.  It is important that you read the tenancy agreement 
carefully before signing as it will fully explain and detail the terms and conditions on which you are taking the tenancy plus 
any other special condition that relate to that specific property.  Please ask us questions if you are unsure of any point or take 
independent advice before committing to the agreement. 

DEPOSITS 

Deposit 
A security deposit is required for all tenancies, typically equal to the monthly rent or a month and a half’s rent, prior to the 
commencement of the tenancy, paid by bank transfer.  The deposit is in addition to the advanced rent and is held as security 
for the performance of your obligations as a tenant under the tenancy agreement.  This deposit will be returned to you at the 
end of the tenancy subject to there being no damages or any other deductions that may be necessary to compensate the 
landlord for any breach of the tenancy agreement.   

In accordance with the Tenancy Deposit Protection Scheme (TDP) introduced in 2007 it is a legal requirement to safeguard 
your deposit under one of the government approved schemes.  Samuel & Son are members of the Deposit Protection Scheme 
(DPS) so all tenants can have peace of mind that their deposit is being held securely.  You will be provided with the full details 
of the deposit scheme and issued with a certificate confirming protection of your deposit. 

Schedule of Condition & Inventory 
When the landlord requires a schedule of condition and inventory, this will be provided to you at the start of the tenancy and 
normally at check-in with our professional inventory clerk.   You will be required to check it, sign it and return it back to Samuel 
& Son within seven days.  It is important that you take care in checking the schedule of condition and inventory at this stage, 
as it will form the basis of any claim for damages by your landlord at the end of the tenancy.  Fair wear and tear will obviously 
be taken into consideration.     



RENT 

Rental Payments  
Normally rent is due monthly with the first month’s rent payable prior to the commencement of the Tenancy.   Please allow 
time for funds to clear prior to the start of the Tenancy.  Thereafter all future rent is payable in advance by standing order 
either direct to the Landlord or into Samuel & Son’s Client Account, depending on what service we provide for the Landlord. 
Each tenant is jointly and severally responsible for the whole rent.   

MOVING IN 

Check-In 
We will meet you at the property on the start date of the Tenancy at a pre-agreed time for the check-in.  Meter readings are 
taken and noted (if we are able to access the meters) and a list of keys handed over documented.  The Record of Condition or 
Inventory document is given to you for checking and signing.  Any defects or problems should be noted and reported by the 
Tenant. 

MANAGEMENT OF THE PROPERTY 

Samuel & Son’s Obligations 
The obligations of Samuel & Son will vary depending on which of the following services we provide for the landlord: 

1. Let Only (no management)
2. Rent Collection
3. Full Management

You will be notified which of the above services applies to your tenancy and will be provided with the details of who to contact 
throughout your tenancy. 

Property Visits 
All Samuel & Son’s managed properties are subject to regular visits.  The purpose of these is to monitor the condition of the 
property and check that you are conducting your tenancy in accordance with the Tenancy Agreement.  The visits also 
provide you with an opportunity to notify us of any issues or problems you are experiencing with the property.     

MAINTENANCE OF THE PROPERTY DURING THE TENANCY 

Landlord’s Responsibilities  
The Landlord’s maintenance obligations for a rented property are set out under Section 11 of the Landlord and Tenant Act 
1985 and under this legislation the Landlord is responsible for: 

• the structure and exterior of the dwelling, including drains, gutters and external pipes,
• the installations for the supply of water, gas, electricity and sanitation (including basins, sinks, baths and sanitary

conveniences), and
• the installations in the dwelling for the supply of space heating and water heating
• the repair and maintenance of any white goods provided at the start of the tenancy.

Tenant’s Responsibilities 
The Tenant’s obligations will be clearly set out in the Tenancy Agreement. 

The law implies a condition into every tenancy agreement that the tenant must use their home in a ‘tenant-like’ way. Generally, 
this means: 

• reporting any disrepair or problems immediately to the Landlord
• doing minor repairs yourself, such as changing fuses and light bulbs
• keeping your home reasonably clean
• not causing any damage to the property and making sure your visitors do not cause any damage
• using any fixtures and fittings properly



• keeping the property reasonably warm and aired to help prevent condensation or freezing pipes
• ensuring the property is secure when absent from it
• keeping the garden and outside areas tidy and free from rubbish.

Insurance 
The Tenant is responsible for insuring all of their personal possessions.  It is the Landlord’s responsibility to insure the building 
and its fixtures, fittings and any contents the Landlord has provided as part of the Tenancy. 

OUTGOINGS 

The tenant is responsible for all outgoings relating to the property unless otherwise agreed and stated in the Tenancy 
Agreement.  As occupation is taken up, the necessary authorities and service providers should be informed of the date you 
take up occupation and your ongoing responsibility for their accounts.  Under our managed property services, Samuel & Son 
will normally have notified the local authority and utility companies of your impending occupation along with appropriate 
meter readings.  However we do recommend that you check that everything has been set up correctly. 

Utilities & Council Tax 
The Tenant will be required to transfer all gas, electricity and water accounts into their name at the start of the Tenancy and 
be responsible for all associated charges for the duration of the tenancy.   At the end of the tenancy, the Tenant must notify 
all relevant utility companies of their departure from the property and provide current meter readings to close and settle 
accounts. 

Television & Cable/Satellite Services 
Tenants should ensure that a TV used in a rental property is properly licensed, even if it is supplied by the landlord.  Landlords 
cannot guarantee quality of signal or availability of signal at any property. With regard to telephones and broadband 
connections, tenants will need to make their own investigations as to the availability of a suitable telephone/broadband 
connection at the property and will be responsible for any connection costs.  Please remember that you will need permission 
from your Landlord for the installation of any wiring or satellite dish that may be required.   

TENANCY RENEWALS 

Staying Put 
For our managed properties, approximately three months before the end of the initial fixed term tenancy, Samuel & Son will 
write to you asking for confirmation concerning your intentions and whether you would like to remain in the property and 
extend the tenancy for either a further fixed term or on a rolling statutory periodic basis.  If you do want to renew the tenancy, 
we will send you all the necessary paperwork to complete.  If your circumstances have changed, some new checks may be 
needed.  There will be a charge to cover the administration costs each time the agreement is renewed. 

END OF TENANCY 

Ending the Tenancy 
Should you wish to end the tenancy at the end of the fixed term, remember that you will need to serve notice in writing, 
normally a month’s notice will be required.  Remember the landlord at this stage will be within his/her rights to serve notice 
on your tenancy if they require the property back.  

Moving out 
If we manage the property on behalf of the landlord, we will arrange a check out with an independent inventory clerk (carried 
out on the last day of your tenancy) to ensure the property is left in an appropriate condition.  If the landlord manages the 
property, you will need to liaise with the landlord directly in order to arrange a time and date to meet and hand the keys back. 

Check Out 
The property should have been cleaned prior to this date and all personal items removed.  All keys for the property should be 
returned before departing and meter readings taken.  The property will be inspected and its condition compared with the 



Inventory/Record of Condition document provided at the start of the tenancy.  Any defects or matters arising that may affect 
your deposit will be noted and discussed with you.   

Deposit 
The property should be returned in the same condition as when it was handed over, i.e. left in a clean and tidy condition, 
including gardens and outdoor areas and if the tenancy specifies, carpets and/or other items professionally cleaned.  Allowing 
for fair wear-and-tear, if the property is in the same condition as when you moved in, getting your deposit back should be no 
problem.     

As a general guide you will be advised within approximately ten days of the end of the tenancy whether or not your landlord 
proposes to make any deductions from your deposit.  This figure is arrived at using the check-in and check-out reports.  The 
ultimate decision as to how much is claimed rests with your landlord and not Samuel & Son.  Once you have both agreed any 
deductions we can arrange for funds to be released.  Working with you and your landlord we will do everything reasonably 
possible to return your deposit quickly.  Once agreement has been reached we can usually arrange for payment within a few 
days. 

If you disagree with the landlords proposed deductions you should advise us that you are disputing your landlords claim for 
damages, after which we will use our reasonable endeavours to broker an agreement between you.  If agreement cannot be 
reached within ten days then either you or your landlord are free to refer the matter to a free Dispute Resolution Service where 
an independent expert adjudicator will review the evidence and decide how the deposit should be repaid. 

Utilities & Services 
The inventory clerk will take meter readings at the end of the tenancy; however, it is important to ensure that you promptly 
advise all utility providers and the local authority of your last contractual day at the property, as well as providing your 
forwarding address. Regarding BT phone lines, whilst advising them that you no longer require the line, it should not be 
disconnected as this will incur a reconnection charge that will be your responsibility.  Please ensure that any cable, satellite and 
internet hardware not provided by your landlord is removed or collected prior to your departure and any damage from 
installation or removal repaired.  If the property has oil, calor gas or septic tank drainage, please make reference to the tenancy 
agreement for your obligations to refill and empty.  Neither Samuel & Son, your landlord nor a new tenant will forward post 
to you.  You can arrange for your post to be redirected by the Royal Mail on www.royalmail.com. 
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