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Introduction 

Taking the first steps as a landlord can be both exciting 

and daunting. With over 150 Acts of Parliament to keep 
track of it may be difficult to know where to start, 

particularly if you are one of the many who become 

'accidental landlords' through inheriting a property or 

moving in with a partner.  We have put together a Full 

Management package so you can relax while we do all 

the work. 

Before you can let out your property you will need to 

consider: 

• Who will you be letting the property to? 

• Who will manage the property? 

• What are my legal obligations? 

We will discuss all these points with you and make sure 

everything is clear and easy to understand. 

 

 

OUR FEES 

We offer Full Management for 10% of the 

total rental value which is charged monthly 

and deducted from the rent collected. 

There is a setup fee of £149 which allows us 

to find a suitable tenant and complete all the 

required checks and paperwork. 

EXTRAS 

Arranging for a complete property inventory 

to be carried out (We can offer this at a fee of 

£30 plus £10 per bedroom). 

Issuing section 21 (We can offer this at a fee of 

£40). 

Tenancy renewal £149. 

There is NO VAT to be added. 

ARRANGED EXTRAS 

We can arrange for no charge the following: 

(We do not charge for this service, but you will 

be responsible for paying the contractor or 

solicitors fees) 

Contractors to carry out maintenance work. 

EPC, EICR, Gas Safe and legionnaires 

assessment. 

Instructing a solicitor to act on your behalf. 

Contact Details 

Harmony Property Sales & Letting 

61 Market Street, Torquay, TQ1 3AW 

Registered Number 11710595 

lettings@harmonyproperty.co.uk 

01803 363578 

www.harmonyproperty.co.uk 
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Our Partners 

PRS, CMP, NRLA, DLA, Zoopla, On the 

Market, Canopy Referencing, Better Billing, 

MRI Software 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Our Full Management service includes: 

Advice on the rent you can expect to achieve.  

Advertising and marketing of your property, including a 'To Let' 

board where appropriate.   

Advise on your compliance as a landlord.  

Accompanied viewing with prospective tenants. 

Referencing and credit checking applicants to find suitable 

tenants. We also complete a right to rent check. 

Preparing and arranging the completion of the tenancy 

agreement and any other documents which may be necessary. 

Collecting a deposit from your tenant and lodging it with 

Tenancy Deposit Scheme. 

Use a third party to Notify the Council Tax, Water Authorities plus 

all relevant Utility companies of the change of occupier and 

meter readings upon commencement of a tenancy. 

Collect the rent and forward to you quickly with a remittance. 

Preparing and sending rent statements on request. 

Notifying you of any rent arrears and acting accordingly. 

Carrying out regular inspections and forwarding you a full report. 

General day to day managing of the tenancy. This includes 

dealing with the tenants’ issues and arranging contractors for 

maintenance work. We always get landlords permission before 

instructing a contractor. Payments to contractors are the 

landlord’s responsibility but the invoice is usually paid out of the 

rent. 

When the tenancy ends, we check the property is in an 

acceptable condition, subject to fair wear and tear. If 

necessary, we will deduct fees from the deposit. 

Return the deposit to the Tenant at the end of the tenancy, 

provided that the tenant has complied with the terms of the 

tenancy agreement. 

 

 



 

PRIVACY NOTICE 

We at Harmony Property Lettings take the collection and processing of your data very seriously.  As such 

we have provided a summary of what we take, when and how to enable you to understand clearly what 

is being done with your data. 

Who are we? 

We are Harmony Property Lettings.  We are the controllers of your data for the purposes of data protection 

legislation. 

Who can you contact if you have a data protection query? 

If you have a query regarding data protection, please email us on at lettings@harmonyproperty.co.uk or call 

us on 01803 363578. 

What is personal data? 

Personal data is any information which makes a person identifiable.  This could be your name, address, 

phone number, date of birth etc. 

Why do we take personal data? 

We take personal data from individuals for the purpose of allowing us to operate as a letting agent.  We do 

not take the processing of data lightly, we will only take it when it is to assist the operation of our business.  

What Lawful Basis do we have for taking personal data? 

We do not rely on consent on its own for taking personal data.  We rely on a number of lawful basis’ as below 

to why we take personal data to allow us to operate our business.  For all data one or all of the following 

apply as will be described in further detail below.   

(a) Consent: the individual has given clear consent to process their personal data for a specific purpose. 

(b) Contract: the processing is necessary for a contract with the individual, or because they have asked the 

relevant entity to take specific steps before entering into a contract. 

(c) Legal obligation: the processing is necessary for an entity to comply with the law (not including 

contractual obligations). 

(d) Vital interests: the processing is necessary to protect someone's life. 

(e) Public task: the processing is necessary for the relevant entity to perform a task in the public interest or 

for their official functions, and the task or function has a clear basis in law. 

(f) Legitimate interests: the processing is necessary for an entity's legitimate interests or the legitimate 

interests of a third party unless there is a good reason to protect the individual's personal data which 

overrides those legitimate interests. 
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Your Personal Data 

What personal 
data do we take? 
 

Why do we take it? What do we do 
we do with 
personal data? 
 

Do we have a 
lawful reason for 
taking it? 

How long will we 
keep it for? 

Full Name 
Address 
Phone Number 
Email 
Bank Details 
Previous Property 
ownership details 
Next of Kin 
Medical 
Information 
Criminal history 

To enable us to: - 
a) let you know about 

properties, 
b) provide a letting 

service to you, 
c) To enable us to 

make relevant 
checks on you to 
assess suitability for 
properties, 

d) to enable us to 
manage the 
property, 

e) to process 
payments, 

f) prepare a tenancy 
agreement and 
other related 
documents, 

g) Monitor and track 
your tenancies, 

h) discuss with the 
Landlord any 
relevant 
information to your 
tenancy, 

i) share with 
contractors in the 
management and 
maintenance of the 
property 

j) Share with Local 
Authorities or 
government 
agencies such as 
the inland revenue 
if required by law 

Store the 
information in our 
case management 
system to enable 
us to market 
properties to you 
or provide an 
ongoing service to 
you.   
 
Provide the 
information to 
third parties who 
require the 
information to 
enable them to 
carry out work for 
us, for example 
your name and 
address may be 
given to a 
contractor who 
will come to fix a 
broken item in the 
property. 
 
Keep a physical 
record of your 
data. 

Legitimate 
Interests (for the 
purposes of 
running our 
business) 
 
Performance of a 
contract 
 
Vital Interests 
(medical data) 
 
Compliance with 
legal obligations  
 
 

We will only keep 
your information 
for as long as we 
legitimately need 
it but for up to 
seven years after 
our last contact 
with you ie 7 
years after initial 
contact with no 
further contact 
provided or 7 
years after your 
tenancy has 
ended.   

 

 

 

 

 

 

 



 

Terms of Business 

Property Details    

Property Address:   

 

 

Owner of the property (Landlord):   

 

Date Of Birth:     

 

Authorised Representative (if different): 

 

Contact Address:     

  

 

Mobile: (24 hour emergency contact)    

 

Email:      

    

Landlord Bank Details:  Account name:  

Sort code:  

Account number:  

Agency Fee Details 

   Service    Fees    

   Full Management Service  setup fee of £149 

       Commission fee is 10% of the total rental value   

I have read and agree the terms of business set out in this document. 

I am the owner(s) of the property or their authorised representative. 

I understand and agree your fee structure including the fees due upon renewals and extensions and all other payments. Please 

find me a tenant. 

You should carefully read the following terms and conditions and if you are in any doubt about any of them you should seek 

professional advice before signing this document. 

 

SIGNED:        DATE:  

(This should be your normal residential address. If the property is owned by a company provide the registered office) 



 
1. Initial Set Up 

 
1.1. Advice on the rent you can expect to receive.  
1.2. Advertising and marketing of your property, including a 'To Let' board where appropriate.   
1.3. Advise on your compliance as a landlord.  
1.4. Accompanied viewing with prospective tenants. 
1.5. Referencing and credit checking applicants to find suitable tenants. We also complete a right to rent check. 
1.6. Preparing and arranging the completion of the tenancy agreement and any other documents which may be necessary. 
1.7. Collecting a deposit from your tenant and lodging it with Tenancy Deposit Scheme. 
1.8. Use a third party to Notify the Council Tax, Water Authorities plus all relevant Utility companies of the change of 

occupier and meter readings upon commencement of a tenancy. 
 

2. Full Management Service 

 
2.1. Collect the rent and forward to you quickly with a remittance. 
2.2. Preparing and sending rent statements on request. 
2.3. Notifying you of any rent arrears and acting accordingly. 
2.4. Carrying out regular inspections and forwarding you a full report. 
2.5. General day to day managing of the tenancy. This includes dealing with the tenants’ issues and arranging contractors 

for maintenance work. We always get landlords permission before instructing a contractor. Payments to contractors are 
the landlord’s responsibility but the invoice is usually paid out of the rent. 

2.6. When the tenancy ends, we check the property is in an acceptable condition, subject to fair wear and tear. If 
necessary, we will deduct fees from the deposit. 

2.7. Return the deposit to the Tenant at the end of the tenancy, provided that the tenant has complied with the terms of 
the tenancy agreement. 
 

3. What you will pay 

Upon the signing of a tenancy agreement with a person or company introduced to you by us, you will pay to us 

3.1. The Setup fee of £149. This Fee is payable on the first day of the tenancy, whether or not the tenancy is concluded by 

us. 

3.2. The Commission fee of 10% of the total rental value. This fee is payable on monthly basis starting on the first day of the 

tenancy. Once the fixed term has ended, we will continue to manage the tenancy on a periodic term unless instructed 

otherwise. The fee continues to be payable during the periodic term on a monthly rolling basis until you instruct us to 

end our service or the tenancy ends. It is collected by us directly from the rent each monthly. 

4. Extras (cost of service) 

 
4.1. Arrange for a complete property inventory to be carried out. Fee of £30 plus £10 each bedroom. 

4.2. Arrange for EPC, EICR or Gas Safe checks to be completed. Contractor’s invoice. 

4.3. Arrange for contractors to carry out work. Contractor’s invoice. 

4.4. Arrange for a complete check out inventory to be carried out. Fee of £30 plus 10 each bedroom. 

 
5. Renewals 

 
5.1. Renewing a tenancy to include a new tenancy agreement, compliance check and right to rent check charged at £149. 

 
6. Break Clauses/Early Termination of the Tenancy 

6.1. If a break clause is activated in accordance with a tenancy agreement, our Fees will be refunded on a pro rata basis. If, 

after the fixed Period, a tenant vacates the Property and the tenancy terminates, our Fees will be refunded on a pro 

rata basis. Any refund will be made within 28 days of the termination of the tenancy. 

Your Obligations 

7. Consents/Insurance 

7.1. You warrant to us that you have the appropriate authority from any landlord, mortgagee, insurer or any other relevant 

person, to enter into this Agreement, and any tenancy agreement as contemplated by this Agreement. 



 
7.2. You warrant that the Property and its contents are adequately insured. We cannot arrange insurance on your behalf. 

8. Inventories 

8.1. The Tenancy Deposit Scheme limits your ability to deduct funds from the deposit if you do not commission a full 

independent inventory for each new tenancy. We can include a full property inventory for an agreed fee. 

8.2. We will organize on your behalf a check out against the inventory at the end of the tenancy for an agreed fee. 

9. Safety Requirements 

You warrant to us that you are aware of your legal obligations as a landlord and will indemnify us against your failure to always 

comply with them. In particular: 

9.1. GAS: You must ensure that all gas appliances and fixed installations are kept in good order and checked for safety every 

12 months by a properly qualified person in accordance with the relevant regulations. You must provide to us a copy of 

the gas safety certificate before a tenant can take occupation. 

9.2. ELECTRICITY: You must ensure that all electrical equipment and appliances are in good order and regularly safety 

checked by a properly qualified person. 

9.3. ELECTRICAL SAFETY: You are required to have the electrical installations checked by a qualified electrician before you 

let your property. These checks must be carried out on a 5-yearly basis. 

9.4. ENERY PERFORMANCE CERTIFICATE: You will need to provide an EPC which will be valid for ten years. The Minimum 

rating required is an ‘E’. Properties under this rating will need improvement before renting out. 

10. General Conditions 

10.1. We will carry out our services and duties to the best of our ability, but we do not guarantee the suitability of any 

tenant, timely rental payments, or vacant possession upon termination of tenancy. We will not be liable to you in such 

circumstances. 

10.2. You acknowledge that by instructing us, you will be providing us with personal information within the meaning of the 

Data Protection Act 1998. You consent to us processing such information for the purposes of performing our obligations 

under this Agreement or for our future marketing activities such as writing to you with details of our services and to our 

disclosing such information: (i) where we are required to by law and (ii) to such third parties as we deem reasonably 

necessary in order to prevent crime. You may amend your details at any time or ask us not to use your details for 

marketing activities by writing to us at 61 Market Street, Torquay, Devon, TQ1 3AW or emailing 

lettings@harmonyproperty.co.uk 

10.3. You agree to indemnify us as your agent or otherwise against any costs, fines, claims, damages, liabilities or expenses 

incurred or imposed on us in relation to you, the Property or any tenancy so long as they were incurred or imposed as a 

result of us carrying out our normal duties in good faith. 

10.4. This Agreement includes the entire understanding of the parties with respect to the subject matter hereof and there 

are no statements representations promises terms or obligations oral or written express or implied or made before or 

at the signing hereof other than contained herein. No variation or amendment of or to this Agreement shall be effective 

unless in writing and signed by or on behalf of both parties unless (acting reasonably) we require changes to comply 

with any statutory or other governmental regulations in which case we shall notify you of the change in writing at the 

earliest opportunity. 

10.5. Should you have a complaint which you cannot resolve with a member of staff, please write to The Director, Harmony 

Property Limited giving full details of your complaint and we undertake to let you have a prompt reply. A full copy of 

our complaint’s procedure is available upon request. 

10.6. You agree that if you fail to pay to us any monies due to us, we may use any sums received on your behalf by way of 

rent or otherwise to settle such amounts and that you will pay interest on such amounts at the rate of 3% per annum 

above the base rate of Barclays Bank plc (or such other bank as we may reasonably nominate) from time to time from 

the due date to the date of actual payment. 



 
10.7. You acknowledge that from time to time we may receive commission, introductory or referral fees in relation to the 

Property or a tenancy (for example, from an inventory clerk or a tradesman) and you agree that all such monies will 

belong to us. 

10.8. You acknowledge and agree that we may from time to time instruct sub agents if we consider that this would be in your 

best interests. You will not be liable for the fees of the sub agent, and this will not affect your liability to pay our fees in 

full. 

10.9. Unless specifically stated otherwise, we are not aware of any employee or associate having a personal interest in the 

letting of your property. If you are or become aware of such an interest you must notify us immediately. 

10.10. Throughout this Agreement “we” are Harmony Property Limited, a company incorporated in England with number 

11710595 and having its registered office at 61 Market Street, Torquay, Devon, TQ1 3AW 

10.11. This Agreement shall be subject to and construed and interpreted in accordance with the laws of England. 

11. Designated Client Account 

11.1. You give permission for Harmony Property Limited to hold funds on your behalf. We hold your funds for the purposes 

of paying rent, paying a holding fee or deposit, and paying any other bills relating to the management of the tenancy(s). 

12. Anti-Money Laundering 

12.1. We carry out Know Your Customer checks on all landlords to comply with Anti-Money Laundering regulations. To 

complete this we need to take copies of a current photo identification and proof of your current address for all 

landlords. 

 

I confirm that I have read and understood all the above Terms of Business, and in particular my liability to pay fees if the 

tenant stays in the Property beyond the end of the Initial Period. 

Prior to the commencement of any tenancy, I shall procure that the Property will comply with all relevant legal requirements 

 

 

SIGNED:        DATE: 

 

 

Please attach a copy of a current photo identification and proof of your current address for all landlords: 

 


