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Henry Adams Lettings Terms and Conditions of Business. 

Authorisation Form for Letting Instructions  

 

Re: Property Address: …………….…………………………………………………………………..…………………………………………………………………………………… 

 

I / We confirm we are the sole / joint legal owners(s) of the above stated property hereby appoint Henry Adams Lettings to act as our 

Agents in accordance with the standard terms and conditions of business as printed overleaf.  I/WE confirm we have consent of any 

interested parties to let the property.  I confirm the terms of this agreement shall apply to any future additional properties instructed.  

 

The property shall be advertised at a calendar month rental figure of £…….…….. And I / We authorise Henry Adams Lettings to receive all 

rents on my / our behalf and Henry Adams Lettings  to sign the tenancy agreement with the tenant on our behalf without further 

notification, we understand once a tenancy agreement is signed a binding contract between landlord and tenant is created.   

 

I / We require the following service level: (tick as appropriate) 

 

Full Management   �                Rent Administration  �              Tenant Introduction Only   � 

 

 

I / We the undersigned agree to your charges as specified and accept that in the event of our having to withdraw instructions after this 

date, I / We will pay Henry Adams Lettings a fixed fee of £300 inc VAT if a tenancy has been arranged but not yet executed. 

 

I / We indemnify Henry Adams Lettings (where instructed as managing agents only) for all costs incurred as a result of any emergency 

situation, acting in my / our best interest(s) at their absolute discretion. I authorise Henry Adams Lettings to complete any necessary 

works up to the value of £300 inc VAT without reference to me/us on the understanding that Henry Adams Lettings will exercise absolute 

discretion at all times. 

 

I / We authorise Henry Adams Lettings to photograph, advertise and erect a To Let Board at the property. 

 

I / We agree that I /We will be responsible for obtaining permission to let from my / our mortgage lender and/ or lessor; I / We will also 

advise our insurers of our intention to let and, where applicable, the managing agents.  

 

I / We agree to arrange for gas and electricity meters to be read and to settle all gas, electricity, water, telephone and council tax accounts. 

I / We shall arrange for all post to be forwarded to an alternative address. 

 

I / We confirm that we are RESIDENT / NON-RESIDENT in the United Kingdom for tax purposes and will notify the agent immediately 

should this status change 

 

I / We will provide to the agent at or prior to the commencement of marketing with a photographic means of identification to confirm our 

identity.   

 

Definitions 

 

In these Terms and Conditions the following expressions have the corresponding meanings:- 

The “Agent” is Henry Adams Lettings Limited or Gibson Gammon Residential Lettings Ltd trading as Henry Adams Lettings and it’s 

successors in title.  

The “Owner or Landlord” is the Landlord named in the Lettings Instructions or his / her successor.  

The “Property” is that specified in the Lettings Instructions and includes any garden or parking area specified.  

The “Tenant” is the named Tenant, or Tenants, on the Tenancy Agreement who remain in occupation of the property.  

The “Tenancy” shall be read and construed accordingly and includes renewals or tenancy extensions.  

The “Rent” is the rental amount specified in the Tenancy Agreement. 

The “Deposit” is the sum paid by the Tenant as security for the performance of their obligations as defined in the tenancy agreement. 

The “Stakeholder” The Agent holds the deposit as Stakeholder so that no deductions can be made from the deposit without the consent 

from both parties, the consent of the court or an adjudication decision from The Tenancy Deposit Scheme. 

The “ICE” is the Independent Case Examiner of The Tenancy Deposit Scheme. 

The “Member”, Henry Adams Lettings is a member of The Tenancy Deposit Scheme. 
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The Landlord’s Obligations 

 

The Landlord hereby warrants to the Agent that all furniture and furnishings in the let property fully comply with the Furniture and 

Furnishings (Fire) (Safety) Regulations 1988, as amended in 1993. The Landlord agrees that any non-compliant furniture or furnishing 

items will be removed from the let property prior to the commencement of any tenancy. The Landlord accepts that should such items not 

be removed, the Agent reserves the right to arrange their disposal. 

 

Where there is a gas supply to the property, the Landlord hereby agrees to provide the Agent with a Gas Safety Record in accordance with 

the Gas Safety (Installation and Use) Regulations 1998. Such Record must confirm that all gas appliances, flue and pipe work have been 

checked by a qualified GAS SAFE registered engineer. The Landlord agrees to provide the Agent with a Gas Safety Record a minimum of 5 

days prior to the commencement of the tenancy and accepts that should such Gas Safety Record not be delivered to the Agent, the Agent 

reserves the right to instruct a qualified GAS SAFE registered engineer to carry out the Gas Safety Check at the Landlord’s expense 

(subject to access being available). The Agent will present such Record to the Tenants at the commencement of the tenancy. 

 

The Landlord hereby warrants to the Agent that all electrical wiring and all electrical appliances including plugs, sockets and fuse box 

included in the let property are in safe, working order and have been checked by a qualified electrical engineer and comply with the 

Electrical Equipment (Safety) Regulations 1994. 

 

The Landlord hereby agrees to provide the Agent with a valid Energy Performance Certificate (EPC). The EPC needs to be commissioned 

prior to the commencement of marketing the property. The Landlord accepts that should the EPC not be provided to the Agent, the 

property cannot be marketed. The Agent will include the EPC on property details which are available to persons viewing the property. 

 

The landlord acknowledges that in accordance with guidance provided by the HSE the landlord is responsible for properly assessing and 

controlling the risk of legionnaires disease by means of a risk assessment by a competent person at least once a year.  The landlord will 

be responsible for this in an introduction only or rent administration arrangement.   

 

The landlord should be aware that under the terms of the Flood and Water Management Act 2010 the responsibility for paying the water 

account where the tenant does not is the responsibility of the landlord.   

 

The landlord confirms that in accordance with S.150 of the Energy Act 2013 that the property is equipped with CO alarms in each room 

where this is a gas or solid fuel appliance or open fire and that a smoke alarm is fitted to each floor of the building.   

 

Service Levels 

Full Management Service (For fees and charges see page 5) 

Where Henry Adams Lettings is appointed as Managing Agents, we shall provide the following services: 

 

1. Carry out initial market appraisal, provide a rent assessment and advise on relevant safety regulations 

2. Advertise and promote the property, erect a To Let Board 

3. Interview prospective tenants and arrange accompanied viewings with all suitable applicants 

4. Obtain satisfactory references on all Tenants and any Guarantors including a right to rent check  

5. Prepare and execute the Tenancy Agreement 

6. Compile an Inventory and Schedule of Condition 

7. Where possible take meter readings and notify all utility companies and local authority of change of occupier (excluding       

    Telecommunications) 

8. Receive all rents and remit to the Landlord’s account 

9. Receive and hold security deposits as Stakeholder as per the Tenancy Deposit Scheme, 

10. Carry out regular internal property visits and ensure Landlord is fully informed. 

11. Attend to any maintenance matters and arrange any necessary repairs up to the value of £300.00 

12. Acting in the Landlord’s best interest, attend to and oversee any emergency repairs 

13. Where necessary, arrange for two quotations to be submitted by qualified Contractors 

14. Provide estimates for preventative maintenance 

15. Instruct a GAS SAFE registered Contractor to carry out subsequent gas safety checks, provide a gas safety record and forward such 

document to the Tenant. 

16. In the case of rent arrears, send all appropriate letters 

17. Serve a Section 21 notice of Possession if instructed 

18. Negotiate an extension to the Tenancy, prepare and execute Supplemental Tenancy Agreement 

19. Carry out the Check Out at the end of the Tenancy, where possible take meter readings and notify all utility companies and local 

Authority of change of occupier 

20. Instruct and oversee any necessary works including repairs, cleaning and gardening 

21. Reconcile the deposit and the return the sum or balance thereof to the Tenant as per the Tenancy Deposit Scheme. 

22. Pay interim bills on behalf of the Landlord (providing sufficient funds are retained and the account is in credit.) 

23. Instruct a competent person to carry out a Legionella risk assessments at least once per year.   

24. Instruct a contractor where necessary to comply with current legislation to install smoke and/or CO detectors. 
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Rent Administration Service (For fees and charges see page 5) 

 

The agent will provide all services detailed in the section entitled Full Management Service EXCEPT FOR ITEMS 10, 11, 12, 13, 14, 20, 22, 

23 and 24. The Landlord shall attend to all maintenance matters, Tenants queries and property visits. 

 

Tenant Introduction Only Service (For fees and charges see page 5) 

 

The agent will provide the following services: 

 

1. Carry out initial market appraisal, provide a rent assessment and advise on relevant safety regulations 

2. Advertise and promote the property 

3. Arrange viewings with suitable applicants 

4. Obtain satisfactory references on Tenants and any Guarantors including a right to rent check 

5. Prepare and execute the Tenancy Agreement 

6. Receive the first month’s rent and security deposit  

7. Register the deposit with the Tenancy Deposit Scheme (TDS) and hold it as Stakeholder for the duration of the tenancy. 

8. Return the deposit to the Tenant upon receiving written instructions from the Landlord and the Tenant in respect of any agreed claims. 

9. In the event of a dispute, we will provide the Landlord and the Tenant with the necessary “Notification of a Dispute” form for either of 

these parties to submit evidence to the Alternative Dispute Resolution (ADR) of the TDS to adjudicate on the dispute and decide what is 

fair.  We will forward the disputed sum to the TDS and allocate the balance of the deposit as per the Landlord and Tenants agreed 

written instructions. The procedure for dealing with the deposit is listed below under our Managed and Rent Administration services – 

however, under the Tenant Introductory Only service you will be responsible for the check out and you will be responsible to make 

proper attempts to resolve any dispute directly with your Tenant.  

 

 

The deposit  (Where Henry Adams Lettings Protects the deposit) 

The Agent is a member of the Tenancy Deposit Scheme, which is administered by: 

The Tenancy Deposit Scheme. 

PO Box 1255 

Hemel Hempstead 

Herts 

HP1 9GN 

Phone:  0845 226 7837 

Fax:  01442 253193 

Email:  deposits@tds.gb.com 

Web:  www.tds.gb.com 

 

The Agent will hold the deposit under the terms of the Tenancy Deposit Scheme. 

At the end of the tenancy:  

If there is no dispute the Agent will keep any amounts agreed as deductions where expenditure has been incurred on behalf of the Landlord, 

or repay the whole or the balance of the Deposit according to the conditions of the Tenancy Agreement with the Landlord and the Tenant.  

Payment of the Deposit will be made within 10 working days of written consent from both parties. 

If, after 10 working days following notification of a dispute to the Agent and reasonable attempts have been made in that time to resolve any 

differences of opinion, there remains an unresolved dispute between the Landlord and the Tenant over the allocation of the Deposit it will 

(subject to the paragraph below) be submitted to the ICE for adjudication. All parties agree to co-operate with any adjudication. 

When the amount in dispute is over £5,000 the Landlord and the Tenant will agree by signing the Tenancy Agreement to submit the dispute 

to formal arbitration through the engagement of an arbitrator appointed by the ICE although, with the written consent of both parties, the ICE 

may at his discretion accept the dispute for adjudication. The appointment of an arbitrator will incur an administration fee, to be fixed by the 

Board of The Tenancy Deposit Scheme from time to time, shared equally between the Landlord and the Tenant. The liability for any 

subsequent costs will be dependent upon the award made by the arbitrator. 

The statutory rights of either you/the Landlord or the Tenant(s) to take legal action against the other party remain unaffected. 

It is not compulsory for the parties to refer the dispute to the ICE for adjudication.  The parties may, if either party chooses to do so seek the 

decision of the Court.  However, this process may take longer and may incur further costs.  Judges may, because it is a condition of the 

Tenancy Agreement signed by both parties, refer the dispute back to the ICE for adjudication.  If the parties do agree that the dispute should 

be resolved by the ICE, they must accept the decision of the ICE as final and binding. 
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If there is a dispute the Agent must remit to the Tenancy Deposit Scheme the full deposit, less any amounts already agreed by the parties and 

paid over to them.  This must be done within 10 working days of being told that a dispute has been registered whether or not you or the 

Agent want to contest it.  Failure to do so will not delay the adjudication but The Tenancy Deposit Scheme will take appropriate action to 

recover the deposit and discipline the Agent.  

The Agent must co-operate with the ICE in the adjudication of the dispute and follow any recommendations concerning the method of the 

resolution of the dispute. 

Dealing with disputes from non-AST’s: The Independent Case Examiner (ICE) may agree to resolve any disputes over the allocation of 

these deposits, by arrangement. If he does: 

• The ICE will propose what he considers the most effective method of resolving the dispute. 

• Landlord, tenant and agent must consent in writing to his proposal 

• Disputes will be subject to a fee of £600 (Inc VAT), or 10% of the deposit + VAT, whichever is the greater. 

• The resolution process will not start until the parties’ consent, the disputed amount and the fee have been submitted. 

 

The Deposit (for our Tenant Introduction Only Service)  

See points 7, 8 and 9 of our Introductory Only Service Levels section.  

Where a landlord wishes to protect the deposit themselves they must notify the agent in writing of the scheme details and their landlord 

registration details.   Where the agent is protecting the deposit the landlord will notify the agent in writing within 10 days of each and 

every renewal of the tenancy being renewed (whether a fixed term or not) so the agent can re-serve the prescribed information and 

scheme details on the tenant.  

Indemnity and incorrect information 

 

The Landlord hereby agrees the Agent shall not be legally responsible for the collection of rent arrears in the event of the property being 

vacated nor for any other payments in respect of the Property or contents and nothing shall render Henry Adams Lettings or its 

employees responsible for any loss or damage to the Property and contents howsoever caused. The Landlord fully indemnifies the Agent 

against any failure of the Landlord to comply with the Terms and Conditions of the Tenancy Agreement, statutory obligations or 

regulations. 

 

The Landlord warrants that all the information he/she has provided to the Agent is correct to the best of his/her knowledge and belief.  In the 

event that the Landlord provides incorrect information to the Agent which causes the Agent to suffer loss or causes legal proceedings to be 

taken the Landlord agrees to reimburse and compensate the Agent for all losses suffered. 

 

Non-Resident Landlords  

 

If the Landlord is resident overseas, the Landlord agrees that the Agent reserves the right to retain from any rent received such sums as 

may be liable or estimated to be due for income tax purposes, and when demanded, will remit appropriate retained monies to the Inland 

Revenue. The Landlord hereby indemnifies the Agent against all tax (or penalties levied or accrued interest) and shall pay to the Agent any 

shortfall of monies together with interest at 3% above Barclays Bank PLC base lending rate from the date the payment fell due until 

reimbursement in full is made.  The landlord agrees to immediately notify the agent if their residency status changes during the tenancy.   

 

The HMRC has special rules regarding the collection of tax on rental income if you are a landlord who is resident overseas for a period of 

more than six months in any tax year, or you subsequently move abroad. If you fall into this category it is your responsibility to obtain a 

tax approval number from HMRC. The relevant form and guidance notes can be downloaded from 

www.hmrc.gov.uk/cnr/nr_landlords.htm. Until that approval number is given to us by the HMRC we are legally obliged to deduct tax from 

your rental income at the prevailing rate, which is currently 20%. This money is forwarded to HMRC on a quarterly basis for which an 

administration fee of £42.00 Inc VAT is charged by the agent. If the Tenant pays you direct, you are non-resident in this country and he 

has not received approval from HMRC to pay the Rent gross he must deduct tax and forward that to HMRC on your behalf. 

 

Complaints Procedure 

In the event of a complaint a copy of our complaints procedure is available upon request.   

Customer Cancellation Rights 

Under the Cancellation of Contracts Made in a Consumers Home or Place of Work etc Regulations 2008, you have the right to cancel this 

contract within seven days of the date of this contract.  

If you wish to cancel the contract you MUST DO SO IN WRITING to Henry Adams Lettings at the address noted below. 

The landlord agrees that the agent may market the property during the seven day period. 
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FEES AND CHARGES  

Fees and commissions are due during the entire period that a tenant introduced by Henry Adams Lettings remains in occupation of a 

Property owned by the Landlord. Value Added Tax is charged on all fees and commissions.  All commission, fees, charges, disbursements 

and expenses due under this Agreement are payable whether or not the Tenants pay the rent.   

 

Full Management Service 

A fee of 11%+VAT (13.2% inc VAT) of the monthly rent, payable upon receipt of the rent prior to the balance being forwarded to the 

landlord. 

An Arrangement Fee equivalent to one week’s rent plus VAT subject to a minimum sum of £180.00 (inc VAT).  

A new inventory charge or inventory update charge as specified in our inventory pricing schedule.  

A fee of £60.00 (inc VAT) to register the deposit with the Tenancy Deposit Scheme, at the commencement of a tenancy, and to de register 

the deposit with the Tenancy Deposit Scheme at the end of a tenancy. 

 

Rent Administration Service 

A fee of 10% + VAT (12% inc VAT) of the monthly rent, payable upon receipt of the rent prior to the balance being forwarded to the 

landlord. 

An Arrangement Fee equivalent to one week’s rent plus VAT subject to a minimum sum of £180.00 (inc VAT).  

A new inventory charge or inventory update charge as specified in our inventory pricing schedule.  

A fee of £60.00 (inc VAT) to register the deposit with the Tenancy Deposit Scheme, at the commencement of a tenancy, and to de register 

the deposit with the Tenancy Deposit Scheme at the end of a tenancy. 

 

Tenant Introduction Only Service 

A fee of 10% + VAT (12% inc VAT) of the first six months’ rent.     

(If Agent protecting the deposit) A fee of £60.00 (inc VAT) to register the deposit with the Tenancy Deposit Scheme, at the commencement 

of a tenancy, and to de register the deposit with the Tenancy Deposit Scheme at the end of a tenancy. 

(If an inventory required) A new inventory charge or inventory update charge as specified in our inventory pricing schedule.  

The Agent will invoice the Landlord for these fees which must be paid in cleared funds before the day of completion.   

 

The Agent reserves the right to make changes to these Terms of Business.  The agent will notify of any changes in writing which will not 

take effect earlier than two months from the date we notify you of them. 

 

Other Charges 

Additional visits more than once per quarter to the property by the Agent, upon instruction from the Landlord, charged at £30.00 inc VAT. 

Preparation of a Supplemental Tenancy Agreement where a tenancy is extended will be charged at £60.00 inc VAT. 

The Agent reserves the right to charge an appropriate amount for the inventory of excessively furnished and equipped properties. 

The Agent reserves the right to charge an appropriate amount for other services including the re-direction of post, overseas telephone 

calls and faxes, the supervision of any major building or decorative works, processing insurance claims and management services agreed 

with the Landlord between lettings. 

The Agent reserves the right to retain commission paid by insurance companies for landlord or tenant introductions. 

A fee of £300 inclusive of VAT to administer any deposit dispute claims which are referred for adjudication.   

Letting Instructions are accepted for a minimum period of three months; if the Landlord withdraws the Property after a tenancy is 

arranged but before it is executed, a fixed fee of £300 inc VAT will be payable to the Agent. 

A charge of £100 inc VAT for an annual income & expenditure report suitable for submission with a tax return if required by the landlord.   

We will charge sales commission if the Tenant purchases the Premises from the Landlord at a rate of 1.5% of the sale price including VAT. 

                                                          ____________________________________________________________________________________________________________ 

 

I / We instruct Henry Adams Lettings to pay rental income to my / our account detailed below 

 

Full names(s) of Owner(s)………………………………………………………………………………………………………………………… 

 

Bank / Building Society:……………………………………………………………………………………………………………………………. 

 

Bank Address:………………………………………………………………………………………………………………………………………….. 

 

Account Name:……………..………………………………………………………………………………………………………………………….. 

 

Account number    ……/………/………/………/………/………/. ……. /……...  Sort code: …….-……..-…… 

 

 

Signature(s)…………………………………………………………………….…… Date:………………………. 


