











As property managers we look after
your property and best interests. This
covers every aspect of your property,
maximising your income and protecting
the capital value of you investment.

Your property is one of your most valuable
assets. It is important therefore that your

property managers are organised, capable and
experienced in dealing with the many potentially
expensive events which can arise on a day to day
basis. By reading this brochure you have taken
the first step in choosing the property managers
and service best suited to your particular needs.

Tobin Jones Property offer services ranging from
full management (which is designed to cover
all management related functions and every
eventuality) to a tenant find and install service.
If you wish the many individual functions that
make up these services can be selected on a
“mix and match” basis.

Letting and Management Service

Our most popular service, this spans the complete
management process and covers all aspects of
letting and management. We recommend this service
wherever the property owner seeks a full service and
it is ideal for those with other full time commitments
or leaving the locality or country.



Specification




Most properties are let unfurnished except for
carpets, curtains and a cooker (The 3 Csll). We

also deal with fully furnished lettings. Upholstered
furniture must by law comply with the current fire and
furnishing regulations. Copies of these and any other
regulations referred to in this summary are available
in more detail and current form upon request.

The tenants will be responsible for the payment of

all utility accounts (gas, electricity, telephone, etc.)
together with water rates and council tax and these
suppliers will be notified by us at the start of the
tenancy if requested.

Household “bricks and mortar” insurance is
the responsibility of the landlord (we as your
agents can arrange this) as is cover for any of
the landlords contents you may wish to insure.
The tenant is responsible for insuring their own
belongings.

The landlord is responsible for the safety
inspection of gas appliances, but as your agents
we can and normally do deal with this on your
behalf using our appointed Corgi Registered
heating engineers.

Electrical inspections are only partially required by law
but we recommend any letting property is checked
once every ten years and ideally more frequently. We
recommend a full NICEIC inspection and can arrange
this for you.
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Generally rents are paid by standing order and are
paid calendar monthly in advance. Rent payments
and collection is system monitored and where
delays occur we act promptly to ascertain the
reason for the delay and expedite payment. Itis a
condition of all tenancies that rent is paid in full and
on time. As each rent is received at our bank it is
accounted to the landlord. We account on a daily
basis. All clients monies are held in a bonded and
audited client call account in compliance with the
law and best practice. As rent monies are collected
into the client account we send them out to your
bank, building society or directly to you and send a
statement with each payment wherever you may be
in the world.

It is a golden rule that before a house is offered
for letting, everything in and about it must be

in good decorative and working order. It is the
landlord’s responsibility to maintain the property,
its contents and equipment in good order. Even
relatively ‘young’ properties will require minor
repairs and those let on a longer term basis will
periodically need redecoration and replacement
or repair of their fixtures and fittings. Central
heating systems and appliances will need
annual servicing and inspection, irrespective

of age.
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We offer a full professional cleaning service to

our landlords and recommend that you have the
property fully cleaned when the property is first let.
This allows us to attract the best tenants, achieve
the best rent and to require the tenants to have the

property professionally cleaned at the end of tenancy.

Although it is an additional expense it pays for itself
many times over.

In the past landlords could sometimes be tardy with
repairs. Today your tenants will be paying a large
rent and they expect the property to be in good
working order. Timely preventative maintenance

is essential and we deal with this as required and
will make recommendations when it is required
following our inspections. When breakdowns

occur however the tenants expect prompt

remedial action.

Our maintenance organisation, Oculus Ltd
provides a full maintenance and repair service,
twenty-four hours a day, 365 days each year.

We deal with the complete spectrum of repairs
and maintenance at unsocial hours if required.
The use of our own maintenance service is not
however mandatory. Owned by us and under our
control, it does away with the problems of using a
multiplicity of local contractors, where experience
has shown that quality, price and priority granted
vary widely. Where a landlord prefers to specify
the use of his own proven contractors we are quite
happy to work with them to carry out necessary
maintenance.

Oculus Ltd provide a twenty four hour emergency
service that has proved its worth on several
occasions where expensive damage would have
been caused had a maintenance and repair facility
not been immediately available outside normal
working hours.

Approximately two months into each term of
tenancy we make the first full formal inspection

of the property. Our inspector will note anything
unsatisfactory about the tenants care of your
house and require remedial action where required.
Although our inspectors are not surveyors they will
note any unusual problems that may occur with
your property such as cracking or settlement. The
formal inspections allow us to assure you that the
tenants are looking after the property satisfactorily.

Informal inspections subsequent to the first formal
visit are structured according to our impression of
the level of care exhibited by the tenants. Informal
inspections are usually made without warning,
although we have no automatic right of access in
such cases. The inspector’s findings may then
simply confirm a satisfactory report, or in some
cases prompt a special formal inspection with full
inventory check, further action and instructions to
the tenant as necessary. The informal inspections
are a valuable adjunct to the formal inspections,
which are made when the tenant expects us and
give a more accurate picture as to how your tenant
is living in and treating your property.

¢ ¢ Oculus Ltd provide
a twenty four hour
emergency service ? ?
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Tenancy Agreements and Reviews

Most tenancy agreements are written for between
six and twelve months and the majority are Assured
Shorthold Tenancies. Our agreements are written
to optimise the landlord’s protection within the law
and conform to the requirements of the relevant
current legislation.

Approximately four months from the end date
of the tenancy we initiate a tenancy review. We
contact both landlord and tenant to ascertain
their wishes and also review the rental figure.
When both parties agree upon extension of the
tenancy we expedite the required paperwork.

When a landlord requires the property back at
the end of the tenancy we make arrangements

to serve the necessary legal Notice upon the
tenant and fix the checkout appointment. Where
the tenant has decided to leave at the end of

his term we advise the landlord, and according to
his instructions either advertise the house for relet
or make ready to return it to him when the tenant
has departed.

The Checkout

The importance of a detailed schedule of
condition and inventory is nowhere better
demonstrated than at the point of checking
out a departing tenant. The checkout is by
appointment, when the house must be in the
same condition as found allowing only for fair
wear and tear. It should be clean and clear of
the tenant’s possessions and the garden in
properly tended condition. We carefully compare
the condition of the property with the agreed
schedule of condition and inventory.

We compile a closing account that takes into
consideration the cost of rectifying any damages,
the balance of deposit remaining and the amount
of any rent under or over paid. A copy of this
account (with a letter of explanation as necessary)
is sent to the tenant at his new address for
agreement. If agreed, a refund is made, if not,

we process any valid dilapidations claim via the
arbitration process as dictated by the current
legislation.




Income Tax

Unforeseen Events

Insurance against rent loss and legal costs
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. ) i For the landlord who is experienced, present  Tenant Find and Install Service

ﬁ in this country and who wishes to deal with

’g _some of the management functions himself

-« ~ we offer a variety of parts of our service on a

| *rﬁenu basis. These allow landlords to select
one or more of the individual management
functions which we can carry out while

: retaining overall control of the management

themselves. These services are:

Letting Service




Brief Summary

L etting Service

This service tends to be used by the experienced landlord who wishes to
manage the property themselves but needs the specialist marketing advice
and services of the areas most experienced letting agent.

The key components of this service are:

On site meeting to provide:
* Detailed letting advice and market appraisal 10% of the annual rent (charged when
tenancy commences)

£175.00 (includes agreement, counterpart,
schedule of condition and inventory(& video
inventory), unfurnished property

£200.00 furnished property

Tenancy renewal £100.00

e Valuation of your property
* Briefing you on legal and market requirements

e Take your letting instructionsan

Advertising of your property:

e On our website

e On Property web portals

e Mail shots to local businesses, relocation agents and other interested parties

* Press advertising

e Specialist advertising (if recommended and agreed)

e Erection of to let board

e Accompanied viewings

e Tenant location

e |nterview of applicants

¢ Provision of detailed and comprehensive tenant references

e Negotiation of tenancy details

e Collection and holding of the tenants deposit in a bonded client account
and compliance with current deposit legislation on your behalf

e Preparation of tenancy agreement terms and briefing the tenant
upon their obligations

e Production of a schedule of condition and inventory with
a video inventory (where required)

e Briefing and information provision to tenant at start of tenancy,
serving of tenant notices

* Ensuring property complies with current legislation (gas safety and furnishings etc)
e Starting tenancy

e Accounting of rent funds through to you when the tenancy starts

e Check out at end of tenancy

¢ Negotiating tenants dilapidations (including via TDS if required)



Brief Summary

| etting ano
Management Service

This service caters for the landlord who is not able or chooses not to deal
with the management of his property but needs to rest assured that it is being
looked after comprehensively by the areas most experienced letting agent.

The key components of this service are:
* As per the letting service:
But with the addition of:

e Regular property inspections (twice a year plus additional inspections as convenient

or as required) and reporting back formally with digital pictures if required

—
e Transfer of utility accounts to tenants name and settling your closing accounts
e 24 hour, 365 day emergency on call maintenance service
e Rent collection and monthly accounting with statements
e Provision of summary of income and expenditure as required
e E-mailed rent statements and comprehensive annual property review
e Negotiation of tenancy and rent review

e Organisation of running repairs, planned and emergency maintenance

e Dealing with insured claims on your behalf

e Regular comprehensive property review including valuation

e Placement of insurance for bricks and mortar and or contents if required
e Property upgrade and depreciation advice
e Determination of tenancy

e Vacant property care (we aim not to have the

. 12.5% of the annual rent (charged from the
property standing empty!)

rent as its paid)

e Formal inventory check out with tenants and £175.00 (includes agreement, counterpart,
landlords report schedule of condition and inventory (& video

e Automatic re_marke‘[ing inven‘[ory), unfurnished property

£200 furnished property

Tenancy renewal £100.00

e Service of notice to quit

e Liaising with estate agents and tenants in the event

the property is marketed for sale



Terms of Business

The Landlord (the client) instructs Tobin Jones Property (the agent) or their successors to act as Letting and Managing Agents
in respect of the residential premises at

Address

On the following terms:

1. That the client is contracting on behalf of all the owners of the premises.

2. That the client authorises Tobin Jones Property to sign all related legal documents on their behalf.

3. That the client has the following consents and permissions to the letting or will obtain them prior to a tenancy being created:

(i) written consent from the clients mortgage lender (if any) (i) written consent from the freeholder (if any) or Superior Landlord.

4. That the client will comply with the following conditions for the duration of any tenancy created:

(i) Insure the premises and the fixtures and fittings to their full value with a reputable insurer for all of the usual risks.

(ii). Repair or replace any defective appliance or item of furniture, which was supplied at the start of a tenancy, subject to the need for repair

or replacement nor being due to the Tenants neglect or mis-use.

(ii). Ensure that all gas (natural or calor) appliances and installations have been serviced and checked to comply with current safety regulations
and provide to us a Gas Safety certificate prior to the first tenancy being created and on the annual anniversary. In the event we do not have

a valid Landlords Gas Safety Certificate 48 hours before signing of the tenancy or before expiry of the previous certificate we reserve the right

to have a Landlords Gas Safety Certificate carried out at the clients cost without further reference to them.

(iv). Ensure that all electrical appliances have been checked to comply with current safety legislation.

(v). Ensure that furniture and furnishings meet current safety standards and that we are authorised to replace any non-compliant items with
compliant items of the like quality at your cost.

(vi). Arrange for Service Charges or Ground Rent demands to be paid by Direct Debit from the clients bank account or to have demand notices
sent to the agent for payment on their behalf.

(vii) That the client will serve notices (including notice of their requirement to regain possession of the premises) by recorded delivery to the agent
at the address notified to the client from time to time and which is currently: Pevensey House, 27 Sheep Street, Bicester, Oxon, OX26 6JF.

(viii). The client will either provide a valid Energy Performance Certificate (EPC) to comply with current legislation before the property can be marketed,
in the event this is not forthcoming we reserve the right to have the EPC carried out on the clients behalf at the clients cost.

5. The agent neither guarantees nor warrants that any tenancy will be free from the protection of the Rent Acts or Housing Acts or that any term
will not be entitled to any statutory security of tenure following the expiration of the contractual term of tenancy.

6. The agent shall reserve the right to instruct a solicitor, accountant, surveyor or other professional specialist on its client’s behalf if it considers it
necessary. The client will be responsible for the cost of such services.

7. The agent shall not be liable to any client for any act or omission on their part not amounting to wilful default, if negligent, but not deliberate nor sueable.
8. The agent shall not be held responsible for payment of client’s debts or disbursements.

9. Landlords or tenants shall not hold the agent responsible for council tax liabilities incurred.

10. The agent shall not be held responsible for any unilateral actions or decisions taken by its clients or tenants.

11. The Agent as soon as reasonably possible will remit client’s monies after collection.

12. Where a client account is in debit any request for balance payment not settled within thirty days of such request may be subject to a credit
surcharge at the rate of 10% per month accruing on a daily basis.

13. The agent and the landlord shall comply fully with the Taxes Management Act 1970 or any successor thereto.

14. It is agreed that all expenses, fees, disbursements, charges and costs incurred by the agent in the management of the client’s property

may be deducted by the agent from rents and/or other monies received by the agent on behalf of the client.

15. (). It is agreed that if any person or party introduced by the agent purchases a property of which he has had a tenancy during the previous
twenty four months then the client will pay to the agent 1.75% of the agreed purchase price of the property plus VAT as a sale commission
unless the Landlord has instructed an alternative agent in the sale prior to the offer being made.

(). In the event the landlords interest in the property is sold to another landlord with a tenant on a tenancy introduced by the agent the landlord
shall be required to make payment of £500+VAT.

16. That the client agrees to pay the fees and service charges detailed in this agreement, subject to:

(i) The agents right to vary the fees and service charges by giving the client not less than 30 days notice in writing.

(i). The agents right to deduct fees and service charges from rent received and if there are insufficient funds available that the client agrees

to pay the outstanding balance within 30 days whether formally demanded or not.
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(iiiy That the client will forward funds immediately upon our request in cases where there is a shortfall in funds held in the client account

to meet liabilities that the agents have properly entered into on the clients behalf.

(iv) That the agents are entitled to deduct fees and service charges due from rent received.

(V). That the client agrees to forgo the right to interest on balances held in their client account.

(vi). That the clients agree to the agents holding the Tenants Security Deposit on their behalf.

(vi) That the clients agree to the cost of the agents appointing a Solicitor on their behalf to take possession proceedings in cases of rent arrears
or other breach of the Tenancy Agreement by the Tenant.

17. The terms of this agreement will apply to any further properties the clients instruct the agents with unless specifically altered by either party
as a separate agreement.

18. In the event that works are required to the property or on the clients behalf to insure compliance with either Terms of the Landlord and Tenant
Acts or any other relevant legislation and the client is either un contactable, declines or omits to have the works carried out regardless of our
detailed instructions the agent shall have such works carried out and the landlord shall bear the costs as a legal disbursement.

19. In the event the property is empty the agent reserves the right to have garden works as required to maintain the condition of the garden.
These costs will be the liability of the landlord unless the tenancy was still in place.

20. In the event the property is empty and is in our opinion subject to danger of freezing we reserve the right to enter and have a tradesman
visit to make appropriate settings to heating or to drain heating systems down. These costs will be the liability of the landlord.

Tenant Find and install Service / Letting Service

Where the agents are instructed to find a tenant only they will:
1. Advise on the market rent and give an indication of demand. They shall make recommendations to improve the speed of letting.
2. They shall explain the legal and safety issues relating to residential lettings.
3. They shall market the premises for let including some or all of the following:
o Enter the property details including a digital image onto their website and property portals.
® Prepare colour property particulars and mail to applicable entries on their mailing list.
e Advertise in the local press
e Erect a board (planning and Freeholder consents permitting)
4. They will screen tenant enquiries against the clients’ pre-agreed requirements.
5. They shall conduct viewing of the premises, which will be accompanied by a member of staff unless agreed otherwise.
6. They shall have prospective tenants complete a detailed credit reference application.
7. They shall make a recommendation based on credit rating, employer and former Landlord reference (if appropriate).
8. They shall arrange to draw up a Tenancy Agreement including the correct legal notices to protect the clients’ rights to repossession and (on the
clients instruction) the legal notices to protect the clients mortgage lender’s rights.
9. They shall arrange for the Tenants to pay in cleared funds the first month’s rent and a Security Deposit as specified in the tenancy agreement.

Full Management Service

Where the agents are instructed to fully manage a property they will in addition to the above:

1. Arrange for the Tenancy to be extended for a further term subject to no notice requiring possession being received from you and the Tenants
agreement to the extension.

2. Administer any claims arising on insurance policies arranged through the agency.

3. At the clients’ option and cost as detailed in the Summary of Service the agents will arrange to prepare an inventory of the premises.

4. At the clients’ option and cost as detailed in the Summary of Service the agents will conduct visits to the property and report to the client.
Note that the agents representatives are not qualified Surveyors and their report cannot be relied upon to detect structural problems.

The agents do not inspect loft spaces unless specifically instructed to do so.

5. They will arrange to inspect the premises at the end of a Tenancy (a ‘check-out’) note any change in condition and make a recommended
assessment of the Tenants liability to fund remedial work.

6. Payment of Tax on your rental income. If the client is a non resident and lives or spends more than six months per year outside of the UK and
unless they provide the agent with an approval certificate from the Inland Revenue for each named Landlord then the agent will pay over future
rent without making a tax reserve and will submit an annual return (NRLY) to the Inland Revenue as per and to comply with the relevant legislation.

Fees

The client will be liable to pay the fees and service charges to the agent, if at any time they enter into a Tenancy Agreement:

1. With a tenant introduced by the agent during the period of their Agency or with whom they had negotiations about the premises during that
period; or with a tenant introduced by another agent during that period.

2. The Agency agreement will continue until the client gives the agent valid written notice of termination.

3. The client can terminate this Agreement if the agent has failed to provide the services and the client has notified the agent in writing to their
address and asked them to remedy the failure and they have failed to do so within a reasonable period of receipt of the clients’ letter.

4. The client can terminate this Agreement upon the vacation of the Tenant providing they supply two months written notice to the agents offices.
5. The agents can terminate this Agreement if the client has failed to meet their obligations and the agents have written to them at their
correspondence address and asked them to remedy the failure and they have not done so within 30 days of the agents’ letter.

6. The agents can terminate this Agreement upon the vacation of the Tenant providing they supply written notice to the clients contact address.
7. All fees and charges are subject to VAT at the applicable rate at the time of supply of the service.



Client Instructions

To start the management process, please complete the instruction form
provided and return it to our offices.

Our website also contains a wealth of useful information for landlords ranging
from information on the current and ever changing legislation affecting lettings
through buy to let advice and how to maximise your returns from owning and
renting property. Please feel free to visit us at www.tobinjones.com






One of the intangible but vitally important elements
of a property management practice is its ability to
provide its clients with that peace of mind which
comes from knowing that the home which is being
let is in safe hands. At Tobin Jones Property

our experience, business practice, systems and
knowledge of the application of landlord and tenant
law enable us to give a standard of service which
we believe is second to none. We do not promise
that you will not have problems but we will use our
experience and do our best to avoid or minimise
such problems when they occur.

Pevensey House = 27/ Sheep Street
T: 01869 248254 m F. 01869 253394 m E: info@tobinjones.com

Our team members are carefully selected and
trained to their particular function. A senior partner
is responsible for and oversees the affairs of
every client, large or small. Managed by

Tobin Jones Property, your house is in safe
hands.

We hope this information has helped clarify

your thoughts on the letting of your property.

If you would like to discuss any property letting
matter in more detail please feel free to contact us,
without obligation.

Bicester Oxon OX26 6]JF





