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SHUTTLEWORTHS 
LANDLORDS TERMS & CONDITIONS OF BUSINESS  

In compliance with The Estate Agents Act 1979 and the Orders and Regulations made under it requiring Agents 
Fees and Terms of Business to be confirmed in writing, Shuttleworths Estate Agents give notice that their Terms 

and Conditions of Business are as set out in this leaflet and supersede any previously published Terms and 
Conditions of Business. 

No variations will be valid unless agreed in writing by the Manager of Shuttleworths Estate Agents. 
Shuttleworths are Members of the Ombudsman for Estate Agents (OEA) Scheme and subscribe to their Code of 

Practice for Letting Agents. 
The successful introduction of a Tenant by Shuttleworths Estate Agents invokes acceptance by the Client of the 

Terms and Conditions herein contained and forms a legally binding agreement, which shall only be interpreted in 
accordance with English Law. Any dispute arising from or in relation to them shall be subject to the jurisdiction of 

English Courts alone. 
 

TRADE DESCRIPTIONS ACT 1968 

ALL FEES AND COMMISSION CHARGES ARE SUBJECT TO VAT AT THE PREVAILING RATE. THEY ARE CORRECT AT THE TIME OF 

PUBLICATION BUT ARE SUBJECT TO REVIEW FROM TIME TO TIME AT THE MANAGERS DISCRETION UPON GIVING THREE MONTHS 

NOTICE.  
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SHUTTLEWORTHS 

PROPERTY LETTINGS AND MANAGEMENT INSTRUCTIONS 
 
 

Property to be let   ________________________________________________________________________________  
 
I hereby appoint SHUTTLEWORTHS as my Agent under the terms of business set out in this agreement. 
 
I agree to an initial monthly rental figure of £ ____________ commencing on  _________________________________  
 
I authorise SHUTTLEWORTHS (as the Managing Agent only) to carry out maintenance repairs at their discretion to a 
maximum amount of £250 without prior consent from me. 
 
In the event of urgency I will reimburse SHUTTLEWORTHS for any costs relating to such emergency repairs as may in 
their discretion need to be carried out in my best interests. 
 
Prior to commencement of the initial letting I agree to arrange for all gas, electricity and water meters to be read and 
accounts settled including telephone and council tax. 
 
I understand an Energy Performance Certificate (EPC) is required prior to SHUTTLEWORTHS marketing the above 
property. 
 

 I agree to instruct the EPC prior to commencement of marketing 
 I agree to SHUTTLEWORTHS instructing the EPC and agree to pay the cost 

 
I understand a Gas Safety Certificate is required by law prior to SHUTTLEWORTHS letting the above property. 
 

 I agree to arrange the Gas Safety Certificate prior to commencement of letting and to provide a copy to 
SHUTTLEWORTHS 

 I agree to SHUTTLEWORTHS arranging the Gas Safety Certificate and agree to pay the costs incurred 
 

I understand electrical PAT (Portable Appliance Test) and PIR (Periodic Inspection Report) are recommended to fulfil my 
duty of care, prior to SHUTTLEWORTHS letting the above property. 
 

 I agree to SHUTTLEWORTHS arranging the PAT and/or PIR testing and agree to pay the costs incurred 
 I do not agree to PAT and PIR testing, but acknowledge my legal responsibilities to ensure the property is 

electrically safe 
 

I understand a Legionella Assessment is recommended to fulfil my duty of care, prior to SHUTTLEWORTHS letting the 
above property. 
 

 I agree to arrange the Legionella Assessment on the property 
 I agree to SHUTTLEWORTHS arranging the Legionella Assessment and agree to pay the costs incurred 
 I do not agree to SHUTTLEWORTHS arranging the Legionella Assessment and hereby confirm that I am 

aware of the Legionella Assessment and the legislation. 
 

I understand a Smoke Alarm is required on each floor of the property and Carbon Monoxide Alarms are also required in 
rooms with solid fuel appliances.  These are required by law to be fitted in the property prior to SHUTTLEWORTHS 
letting the above property. 
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 I agree to arrange the installation of a Carbon Monoxide Alarm (if applicable) and Smoke Alarm prior to 
commencement of letting 

 I agree to SHUTTLEWORTHS arranging the installation of a Carbon Monoxide Alarm (if applicable) and 
Smoke Alarm and agree to pay the costs incurred 
 

I acknowledge responsibility for regularly sweeping and maintaining open chimneys (if applicable) to comply with 
insurance stipulations.  I understand that SHUTTLEWORTHS are not able to enforce tenant responsibility for this. 
 

 I agree to arrange the regular chimney sweeping/maintenance at the property 
 I agree to SHUTTLEWORTHS arranging the regular chimney sweeping/maintenance and agree to pay the 

costs incurred 
 

I authorise SHUTTLEWORTHS to erect a To Let board, photograph and fully advertise the property including on the 
internet and in the local paper. 
 
I acknowledge responsibility for obtaining permission from my mortgagee or lessor and will inform my insurance 
company of my intention to let the above property and gain such additional cover as required. 
 
 
I instruct you to pay the rental income as detailed  Direct to my address as given via cheque OR 
   Direct to my Bank/Building Society 
 
Name of Account Holder(s)   _________________________________________________________________________  
 
Bank/Building Society Name   ________________________________________________________________________  
 
Bank/Building Society Address   ______________________________________________________________________  
 
 _______________________________________________________________________________________________  
 
Account Number   ______________________________  Sort Code   ______________________________________  
 
Full Name of Landlord(s)   ___________________________________________________________________________  
 
Full Address of Landlord(s)   _________________________________________________________________________  
 
 _______________________________________________________________________________________________  
 
Telephone – Home   ____________________________  Telephone – Mobile   ______________________________  
 
Telephone – Work   _____________________________  Email Address   ___________________________________  
 
 
I/WE CONFIRM THAT I/WE HAVE READ AND UNDERSTOOD THESE TERMS AND CONDITIONS OF BUSINESS. 
 
 
 
 
 
Signed by   _______________________________________________  Date   ______________________________  
 
 
Signed by   _______________________________________________  Date   ______________________________  
 

SOLE LEGAL OWNER / JOINT OWNERS / POWER OF ATTORNEY   (PLEASE DELETE AS APPROPRIATE) 
 

 
 
‘How we may use your personal information’ – Shuttleworths takes your privacy seriously and will only use your personal 
information in accordance with our Privacy Policy, a copy of which is available on request. 
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TERMS AND CONDITIONS OF BUSINESS 

 

IDENTIFICATION 

1. A copy of each owner’s passport is required as 
evidence of identity, and if applicable Power of 
Attorney documents. 

2. The Landlord(s) confirms that all the information 
provided is correct to the best of his knowledge and 
belief.  In the event that the Landlord(s) supplies 
incorrect information to the Agent which causes the 
Agent to suffer loss or causes legal proceedings to be 
taken the Landlord(s) agrees to reimburse and 
compensate the Agent for all losses suffered. 

HMRC 

1. In certain circumstances the Agents would be 
prepared to enter into correspondence with the 
HMRC.  Tax Returns, however, are the responsibility 
of the Landlord and his professional advisor. 

2. Income Tax on behalf of clients in residence overseas 
may be deducted at the standard rate and remitted 
to the Inland Revenue upon demand.  An exemption 
certificate can be provided by the HMRC on 
application by the Landlord, but in the absence of 
such certificate an administration fee will be 
charged.  The Agents recommend such clients to 
consult with their accountant or financial advisor. 

MONEY LAUNDERING 

To comply with Anti Money Laundering Regulations we 
must see: 

1. Photo identification i.e. passport, driving licence. 

2. Proof of address dated within last three months i.e. 
utility bill, bank statement. 

 
 

REMUNERATION 

The Agents may retain their fees out of all monies coming 
into their possession by virtue of the Agreement 

Any interest received on client funds held will not be paid 
to the Landlords unless a separate agreement has been 
made. 

REMITTANCE OF RENT 

Rent remittance will be monthly in accordance with your 
instructions and within ten days of receipt. 

1. By cheque to you in England 

2. Direct to your Bank/Building Society in England 

INDEMNITY 

The Owner undertakes to ratify whatsoever the Agents 
shall lawfully do by the Agreement and to indemnify the 
Agents against all expenses and costs properly incurred 
by them. 

SALE OF PROPERTY TO TENANT(S) 

Should a tenant introduced by Shuttleworths purchase 
the property a fee of 1% of the purchase price, plus VAT, 
is payable upon completion (equivalent to 1.2% including 
VAT ie £200,000 sale would cost £2400) 

COMPLAINTS 

Copies of our In-House Complaints Procedure are 
available should you require a copy. 

If, after this, you remain dissatisfied, Shuttleworths are 
members of The Property Ombudsman and you can write 
to them to request an independent review:  The Property 
Ombudsman Ltd, Milford House, 43-55 Milford Street, 
Salisbury, Wiltshire SP1 2BP.  Tel: 01722 333306  
www.tpos.co.uk 

INCORRECT INFORMATION 
 

The Landlord warrants that all the information he has provided to the Agent is correct to the best of his 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. 
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SHUTTLEWORTHS - LETTINGS 

 

OUR SERVICES           FULL MANAGEMENT               TENANT FIND 

Appraise the property      Y           Y 
Full advertising       Y           Y  
Accompany all viewings     Y           Y 
Negotiate tenancy terms     Y           Y 
Tenant referencing      Y           Y 
Right to Rent clearance for tenant(s)   Y           Y 
Preparation of Tenancy Agreement    Y           Y 
Collection of initial rent & deposit    Y           Y 
Registration of Security Deposit with TDS  Y           Y 
Arranging EPC Certificate     Y           Y 
Arranging Gas Safety     Y           Y 
Arranging the check in report      Y           Y 
Negotiating renewal of tenancy    Y           Y 
Rent processing during tenancy    Y    
Chasing initial arrears from tenant   Y    
Scheduled property visits     Y    
Renewing safety checks     Y    
Point of contact for your tenant   Y    
Dealing with maintenance issues   Y    
Assisting with end of tenancy settlements  Y    
 

 
    

 
  

www.shuttleworth-estate.co.uk 
 

 

 
 

 
 

http://www.shuttleworth-estate.co.uk/
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MANAGEMENT TERMS 
 

FULL MANAGEMENT: 
 

PLEASE NOTE THE MINIMUM DURATION OF INSTRUCTION FOR FULL MANAGEMENT IS A PERIOD OF THREE 
MONTHS ONCE THE TENANCY HAS COMMENCED.  PRIOR TO THIS THE CONTRACT MAY BE TERMINATED AT ANY 
TIME 
 

¶ Appraise the property and advise on recommended rental value 

¶ Full advertising including the internet and high street window 

¶ Accompany all viewings 

¶ Once a potential tenant is found, we will advise the client and our recommendations 

¶ Once a tenant is found we will then take the reservation & referencing fee and commence with 
referencing, credit checks, report back with results and recommendations. 

¶ We will obtain the Right to Rent clearance for tenant(s) 

¶ Drawing up and issuing the Tenancy Agreement  

¶ Drawing up the check in report including photographs  

¶ Collect the Security Deposit, which will be equivalent to the first month’s calendar rent and 
register this with the Tenancy Deposit Scheme 

¶ We can arrange for any Gas Safety if applicable 

¶ Collect Rent and issue landlord with a monthly Income and Expenditure Statement 

¶ Perform routine property inspections of the property  

¶ Deal with any maintenance issues that may arise, arranging access, repairs and payment 

¶ Be the point of contact for the tenant for the duration of the tenancy 

¶ Check out tenants at the end of the tenancy in respect of the check in report, returning deposit 
and resolving any queries over any dilapidations that may arise. 

 
 
 

Fees: 
 
 
Initial set up fees: £150.00 plus VAT @20% / £180.00 including VAT 
 
Full Management fees: 12 % of rents collected plus VAT @20% (___________% of £___________ collected 

equates to £___________ inc VAT) Taken on a Monthly Basis 
 
Schedule of Condition: From £80.00 plus VAT @20% / from £96.00 including VAT 
 
Renewal of Tenancy:  £50 plus VAT @ 20% (£60.00 Including VAT)  
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FIND A TENANT ONLY: 
 
PLEASE NOTE THERE IS NO MINIMUM DURATION OF INSTRUCTION FOR FIND A TENANT ONLY 

 
 

Á Appraise the property and advise on recommended rental value 
Á Full advertising from both offices, including the internet and local Property News 
Á Interviewing potential tenants and submitting our recommendations 
Á Arrange references and credit checks, reporting results and making recommendations 
Á Drawing up and issuing the tenancy agreement 
Á Drawing up the check-in report including photographs 
Á Collect the Security Deposit, which will be equivalent to the First Month’s Rent and register this 

with the Tenancy Deposit Scheme 
Á Set up a monthly Standing Order mandate between the Tenant and the Landlord for future rent 

payments 
Á Forward all paperwork and tenant details to the Landlord 
 
Fees 
 
Find a Tenant only fee £500.00 plus VAT @20% this equates to £_________ inc VAT 
 
Schedule of Condition  from £80.00  plus VAT @20% / from £96.00 including VAT 
 
 
 
 
PLEASE TICK WHICH OPTION YOU WOULD LIKE, FULL MANAGEMENT OR FIND A TENANT ONLY 
 
 FULL MANAGEMENT 
 FIND A TENANT ONLY 

 
 

 
 

SHUTTLEWORTHS 
 

  
 

www.shuttleworth-estate.co.uk 
 

 

 

 

 

 

http://www.shuttleworth-estate.co.uk/
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ANCILLARY SERVICES & CHARGES 

1. ADMINISTRATION CHARGES – Shuttleworths reserve the right to make nominal handling charges for 

providing duplicate statements, copying bills, overseas phone calls, Bank charges for returned cheques 

and the payment of bills for non management properties etc. These fees will be made in line with the 

charges made by High Street Banks for similar services at cost. 

2. COURTS & TRIBUNALS – applications for fair rent or appearance before the Rent Office, Rent 

Assessment Committee or any other Court or Tribunal will be by special arrangement only and will be 

subject, of an additional charge to be agreed. 

3. VOID PERIODS – our management service terminates at the end of the Tenancy, and does not include 

the supervision of the property when unlet although in the course of finding a Tenant, periodic visits 

will be made by Letting staff. Landlords are advised to arrange for gardens and lawns to be maintained 

and to keep heating the property in cold weather. If Landlords wish for their property to have a weekly 

courtesy inspection, with a report of any problems noticed, a caretaker service is available to 

management Clients at a fee of £60.00 inclusive of VAT, per week. 

4. INSURANCE CLAIMS – lodge and process insurance claims relating to the Landlord’s property. 

Shuttleworths fees are 10% of the value of successful claims or the value of replacement work carried 

out, whichever is the greater. 

5. VALUATIONS – pre-letting marketing appraisals are free. Shuttleworths minimum fee for any formal 

valuation report is £120.00 inclusive of VAT for each unit valued. 

6. ABORTIVE WORK – where a Landlord withdraws from a letting having verbally agreed to accept a 

Tenant and after Shuttleworths have applied for references and/or drawn up the Tenancy Agreement, 

Shuttleworths reserve the right to make an administration charge towards their cost in the sum of 

£120.00 inclusive of VAT. 

GENERAL TERMS AND CONDITIONS 

1. INVENTORIES - Shuttleworths will instruct an independent company to prepare an inventory on behalf of the 

Landlord. Shuttleworths cannot accept liability for any omission or errors and Landlords must satisfy 

themselves on the accuracy of the inventory or report. 

2. TENANCY AGREEMENT – Our tenancy agreement is drawn up using ARLA guidelines and is updated as 

necessary to comply with new legislation. Shuttleworths cannot accept liability for any amendments or 

alterations that may be requested to their Agreement by either the Landlord or Tenant. Shuttleworths are 

unable to give advice on Landlords own Agreements and when these are used, the Landlord should always 

consult his own solicitor to ensure that their interest is fully protected and if the Landlord is subletting a 

leasehold property that they are not in breach of their own lease.  

3. THE TENANCY DEPOSIT Shuttleworths is a member of the Tenancy Deposit Scheme (TDS) which is 

administered by :- 

The Dispute Service Ltd., P.O. Box 541, Amersham, Bucks, HP6 6ZR Tel. 0845 2267837 e-mail 

deposit@tdsa.gb.com 

4. If Shuttleworths is instructed by the Landlord to Manage the property, we will hold the Deposit under the 

terms of the Tenancy Deposit Scheme (TDS) run by an organisation called The Dispute Service. 

5. Shuttleworths hold the tenancy deposit as Stakeholders and in this capacity is entitled to retain any interest 

arising in the deposit whilst in our account.  
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6. At the end of the tenancy - 

(i)    If there is no dispute, Shuttleworths will keep on behalf of the Landlord any amounts agreed as deductions or 

repay the tenant the whole or the balance of the Deposit according to the conditions of the Tenancy 

Agreement. Payment of all or part of the Deposit will be made within 10 working days of written consent from 

both parties. 

(ii) If after 10 working days* there remains an unresolved dispute between the Landlord and the Tenant over 
the allocation of the Deposit and if all reasonable attempts have been made by Shuttleworths to resolve 
any difference of opinion, it will (subject to 10.iii below) be submitted to the ICE for adjudication. All 
parties agree to co-operate with any adjudication.  

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

(iv) It is not compulsory for the parties to refer the dispute to the ICE for adjudication. The parties may, if 
either party choose 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 agree that the dispute should be resolved 
by the ICE, they must accept the decision of the ICE as final and binding. 

(v) If there is a dispute Shuttleworths must remit to The Dispute Service 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 want to contest it.  

(vi) Shuttleworths 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. 

Incorrect Information 

The Landlord warrants that all the information he has provided to Shuttleworths is correct to the best of his 

knowledge and belief. In the event that the Landlord provides incorrect information to Shuttleworths which causes 

Shuttleworths to suffer loss or cause legal proceedings to be taken, the Landlord agrees to reimburse and 

compensate the Agent for all losses suffered. 

* These time scales can be changed by agreement with the tenant in individual cases or by the contact used as 

standard by the agent. 

¶ EQUIPMENT & CLEANING - Prior to a Tenant taking possession of the property the Landlord is responsible for           

ensuring that all machines, appliances and heating systems have been serviced and are in working order with 

instructions available for their use and that the accommodation has been professionally cleaned throughout. 

¶ LANDLORD & TENANT ACT 1987 – under section 48 all rent demands must provide the Tenant with the 

Landlord’s name and address in England or Wales for the service of notices (including notices of proceedings). 

Landlords not living in England or Wales may if they wish use Shuttleworths address for this purpose and whilst 

Shuttleworths will use their best endeavours to forward any notices received to the Landlord promptly they 

cannot accept liability for any loss or damage incurred either directly or indirectly from their actions in this 

respect. 

¶ INSURANCE – under the terms of the Tenancy Agreement the Landlord is responsible for seeing that the 

property and its contents are adequately insured, to include third party and occupier’s liability. The Landlord 

should check their policy to see that this cover is provided and that the insurance company is notified when 

the property is vacant between lettings as not all household policies automatically provide the full cover 

required. Shuttleworths cannot accept liability should the Landlord’s insurers refuse to accept a claim for any 

reason. 
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¶ 13.0 KEYS – Shuttleworths will hold keys and exercise care but cannot accept responsibility for lost keys, 

damage to the property, missing or broken articles or failure of any security system, whether the property is 

occupied or vacant. 

¶ CONTRACTORS – An administration charge is made by Shuttleworths from contractors gross expenses for the 

arrangement of repairs and maintenance. 

¶ SUB-AGENTS – Shuttleworths reserve the right to pass details of the Landlord’s property to other Agents when 

they consider it may facilitate a letting at no extra cost to the Client and will co-ordinate all viewings and 

negotiations. 

¶ OVERDUE FEES Settlement not made within 7 days of becoming due or invoiced will be subject to interest at 

4% above Lloyds TSB Bank PLC base rate. 

¶ MONEY LAUNDERING LEGISLATION To comply with money laundering legislation it is necessary for us to have 

evidence of your identity. We will require a) a copy of your passport or drivers license with photograph and b) 

a recent copy of a utility bill showing your name and address. 

¶ RENT4SURE Shuttleworths may from time to time include in their full management service Rent4sure legal and 

rent protection insurance cover for an initial six month period (one month excess) providing all criteria is met. 

Shuttleworth will receive commission from Rent4sure on any Landlord’s Rent Guarantee and Legal Expenses 

Insurance Policy renewals. 

 

Declaration Pursuant to the Royal Institution of Chartered Surveyors Members’ Accounts Regulations 1993 and 

Accountant’s Report Regulations 1993, Rental payments, client floats, tax deductions and dilapidations 

deposits will pass though Shuttleworths Clients account and any interest credited by virtue of the aggregate 

accumulated balance will be retained by Shuttleworths to cover their administrative expenses in maintaining 

these accounts 

 

 

 

  

 

 

 

www.shuttleworth-estate.co.uk 
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