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193 Lower Road 

London SE16 2LW 
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The choice of a property agent is important because the future of your investment may depend on it.  Sound 
management is an essential prerequisite of a healthy and successful investment, whether comprising one or two 
single properties or a substantial development. NBS Estates Ltd have extensive experience in all aspects of rental 
and management of residential properties.  We are aware of the problems our clients wish to solve or avoid by 
using our services and we are committed to removing the barriers encountered by traditional property agents.  
Our management team have a spread of interpersonal, professional and technical abilities in addition to a 
detailed knowledge of all aspects of the property market, an understanding of value and the valuation process, 
grounding in land law and an ability to anticipate and exploit the potential of property at each stage in its cycle 
life.  These skills are deployed to maximise your return in a way that also acknowledges the need to contain risk 
to an acceptable level.  We understand the need for constant communication with our landlords.  Our clients 
determine the nature and extent of the services required.  You may elect to make use of the full range of services 
available or you may limit your contract to certain aspects of the full service.  We will be instructed by you at 
each stage of the Tenancy.  Without your consent, we will not: 
 

 Create a Tenancy 
 Re-let your property 
 Arrange extensive maintenance works 
 Release the dilapidation deposit without a full check out report from an independent inventory company 

 
An outline of the range of services we can provide are as follows: 

 

 
 Advertising the property 
 Selection and vetting of tenants 
 Preparation and signature of Tenancy Agreement 
 Arrangement of inventory check in reports 
 Collection of initial rental and dilapidation deposit 
 Provision of statement of all transactions relating to your property including invoices for maintenance 

works 

 
 

 
 Advertising the property 
 Selection and vetting of tenants 
 Preparation and signature of Tenancy Agreement 
 Arrangement of inventory check in reports 
 Collection of initial rental and dilapidation deposit 
 Collection of monthly rental payments 
 Provision of monthly statement  
 Inform you of tenants vacating your property 
 Inform you of any late payments or arrears and any vacant periods 

 

 
 Advertising the property 
 Selection and vetting of tenants 
 Preparation and signature of Tenancy Agreement 
 Arrangement of inventory check in and check out reports 
 Collection of initial rental and dilapidation deposit 
 Collection of monthly rental payments 
 Provision of statement of all transactions relating to your property including invoices for maintenance 

works 
 Inform you of tenants vacating your property 
 Inform you of any late payments or arrears and any vacant periods 
 Arrange for regular inspections throughout the tenancy 
 Arrange for safety checks  

 
 
 



 

 
1.1 Written authority from all joint owners should be sought. 
 
1.2 If the property is leasehold, the landlord must make certain that: 

 
- The intended letting is permitted by the lease 
- The tenancy is for a period expiring prior to the termination of the lease 
- Superior Landlord’s written permission, if necessary, has been obtained for sub-letting.   
 
Any additional clauses required to the Tenancy Agreement must be notified to NBS Estates Ltd no later 
than 48 hours prior to the commencement of the tenancy. 

 
1.3 Authority for the tenancy should also be sought from the mortgage lender as additional clauses and 

notices may be required. Any such clauses must be notified to NBS Estates Ltd no later than 48 hours 
prior to the commencement of the tenancy.  Please note that if mortgage, service charge and ground 
rent payments are not paid, the mortgagee will have the authority to terminate the Tenancy and 
repossess the property. 

 
1.4 Your property and its contents should be insured including public liability for the duration of the tenancy 

and vacant periods. The insurers must be informed of your intention to let the property as failure to do 
so may invalidate any future claim which may arise. 

 
1.5        The Landlord is legally obliged to have all gas appliances inspected annually by a GAS SAFE registered 

engineer and a report provided to the Tenant. Failure to acquire a gas safety certificate can result in 
prosecution.  
 
If NBS Estates Ltd are not provided with a valid certificate prior to the commencement of the tenancy, 
we reserve the right to appoint a GAS SAFE registered engineer to inspect all gas appliances and their 
installations and carry out any remedial works where necessary. The cost (£75+VAT) will be debited 
from the landlord’s account. 
 
If the tenant is remaining in occupation beyond the expiry of the original certificate and NBS Estates 
Ltd have not received a replacement valid certificate 14 days before the expiry of that original 
certificate, we reserve the right to appoint a GAS SAFE registered engineer to inspect all gas appliances 
and their installations and carry out any remedial works where necessary. The cost (£75+VAT) will be 
debited from the landlord’s account. 
      

1.6 The Landlord is required to ensure the safety of electrical appliances, plugs, sockets and wiring in the 
property and the electrical supply is ‘safe’ and will not cause ‘danger’ and complies with all statutory 
requirements. Although there are no requirements for a certificate of safety a landlord must prove due 
diligence that this is the case. We would advise that written confirmation be sought from a qualified 
electrician. NBS Estates Ltd can assist in this matter if required. 

 
1.7 The Landlord has a legal obligation to ensure that all furniture in the property to be let and included in 

the letting, provided or added during the Tenancy fully comply with the requirements of the Consumer 
Protection Act 1987 and all statutory instruments made under it including in particular the Furniture 
(Fire) (Safety) Regulations 1988 as amended by the Furniture and Furnishings (Fire) (Safety) 
(Amendment) Regulations 1989 and 1993 

 
1.8 All buildings in the private rented sector require an Energy Performance Certificate (EPC). This 

certificate will remain valid for ten years. Landlords are required by law to obtain and make available 
copy of the EPC, free of charge, to prospective tenants at the earliest opportunity and must provide the 
person who takes up the tenancy with a copy. NBS Estates Ltd can organise an EPC from an approved 
supplier, if required at cost of £70+VAT. 

 
1.9      To ensure that the very best rental is achieved on your property, it must be presented in the best   

possible condition. The landlord must ensure that the property has been professionally cleaned, is in a 
good decorative order internally and externally and is properly equipped. All windows should be cleaned 
and all appliances and furniture should be in good serviceable order. 

 
1.10 To redirect any post via the post office as NBS Estates Ltd cannot be held responsible for the redirection 

of post. 
   
  



 

1.11 If, under the Terms of the Tenancy Agreement, the tenant is responsible for the maintenance of the 
garden, then the appropriate tools must be provided.  If the landlord retains responsibility for the 
maintenance, then appropriate arrangements should be made prior to the commencement of the 
Tenancy. 
 

1.12 Unless otherwise instructed NBS Estates Ltd will arrange for an independent inventory company to draw 
up an inventory of your property’s fixtures, fittings and contents and compile a check in report at the 
start of each tenancy. The cost of these will be the responsibility of the landlord. Charges vary 
depending on the size of the property and an estimate of cost can be given on request. NBS Estates Ltd 
do not accept liability for losses resulting from any errors or omissions within any inventory, check –in 
or check-out documents that are produced by a third party. 
 

1.13 Unless otherwise instructed NBS Estates Ltd will arrange for the tenant to be check out against initial 
inventory report at the end of the tenancy and a copy of the report will be sent to the landlord and 
tenant. The cost of this is borne by the tenant. 
 

1.14 When the landlord is resident in the UK, it is entirely his responsibility to inform the Inland Revenue of 
rental income received, and to pay any tax due. However, where the landlord is resident outside the UK 
during a tenancy, under The Non-Resident Landlords (NRL) Scheme, unless an exemption certificate is 
held, we as landlord's agents are obliged to retain and forward to the Inland Revenue on a quarterly 
basis, an amount equal to the basic rate of income tax from rental received, less certain expenses. An 
application form for exemption from such deductions may be obtained from the Inland Revenue. 

 
1.15 The landlord will ensure that all keys (to include all door keys, cards, gate opening units, window locks, 

etc.) are passed to NBS Estates Ltd prior to the commencement of the tenancy. 
 
1.16 The landlord will provide a telephone line at the property or bear the cost of the installation of such. 

 
 
 

 

 
2.1 NBS Estates Ltd will inspect and value the property and advise the landlord of the current rental value. 

Any figures given should within reason, be supportable by indicators in the market place, preferably by 
comparables of similar properties in a similar location. 

 
2.2 NBS Estates Ltd will arrange all appointments to view the property and all such appointments will be 

accompanied by a representative of NBS Estates Ltd. 
 
2.3 NBS Estates Ltd will obtain financial and personal references for all prospective tenants prior to the 

commencement of the Tenancy by way of using Referencing Service Provider.  Whilst great care in the 
checking of references are taken, NBS Estates Ltd cannot be held responsible should a tenant prove 
unsatisfactory.  Please note that some banks do not allow the information received during the credit 
check to be disclosed to any other party. We will provide the landlord with all relevant facts (subject 
to data protection restriction) relating to the applicant to enable landlord to make an informed decision. 

 
2.4 All tenancy agreements and prospective tenants together with requests for additional items will be 

agreed with the landlord prior to the signing of a Tenancy Agreement, unless otherwise instructed by 
the landlord or NBS Estates Ltd. 

 
2.5 Where provided with the necessary information, such as names of suppliers and utility account numbers, 

NBS Estates Ltd will notify existing service providers and the local authority of the changes of occupancy 
and the tenant’s liability (if appropriate) for payment of the services and council tax during the tenancy. 
The landlord will need to pay any outstanding utility charges up to and including the date upon which 
the tenant occupies the premises and for any void period between tenancies. 
We cannot be held responsibly for any failure to comply with our instructions by these companies. 

 
2.6 NBS Estates Ltd will prepare the Tenancy Agreement and issue appropriate statutory forms, unless 

otherwise instructed by the landlord or landlord’s representative. 
 
2.7 NBS Estates Ltd will arrange for rental payments to be paid by bank transfer to the landlord’s account 

where possible. 
 
2.8 The landlord authorises NBS Estates Ltd to sign the tenancy agreement on his behalf upon acceptance 

of the terms and conditions contained in this contract. 



 

 

 
 
 

 
3.1 NBS Estates Ltd will inspect the property twice yearly and send copies of such inspection reports to the 

Landlord. 
 
3.2 Where additional furnishings etc. are required during the course of the tenancy, NBS Estates Ltd will, if 

required, arrange for the purchase and delivery of such items, subject to an additional fee being agreed 
with the landlord in advance. 

 
3.3 Prior to the end of the Tenancy, Estates Ltd will check whether the landlord and tenant wish to enter 

into a new or extended Tenancy Agreement. 
 
3.4 NBS Estates Ltd will investigate and notify the landlord of any rental arrears.  If necessary, NBS Estates 

Ltd will instruct the Landlord’s solicitors to recover any unpaid rental. NBS Estates Ltd will not be held 
liable for non-payment of rental or any damage that may have accrued during the Tenancy. 

 
3.5 NBS Estates Ltd will pay any routine outgoings (service charges, ground rents etc.) as instructed by the 

landlord out of rental payments. Landlords must notify the relevant companies and arrange for accounts 
to be forwarded to NBS Estates Ltd. NBS Estates Ltd is entitled to pay demands and accounts which 
appear to be in order. 

 
3.6 NBS Estates Ltd will not accept responsibility for late penalty payments of service charge and ground 

rent where we are not in receipt of invoices. Please note that landlords may be responsible for such 
payments under the terms of the lease. 

 
3.7 NBS Estates Ltd will take responsibility for the routine maintenance, repair and servicing of appliances, 

such repairs to be paid from rental received.  The landlord may designate a contractor to be used for 
routine maintenance by completing the relevant section on Page 6.  Except in emergencies and to 
protect the landlord’s interest, NBS Estates Ltd will receive approval from the landlord prior to 
undertaking any repair works over the value of £300. 

 
3.8 Where items are covered by a warranty period, the landlord must complete the details contained in this 

document. NBS Estates Ltd will not accept responsibility for payment of engineers where these details 
are not provided. 
 

3.9 Where provided with the necessary information, such as names of suppliers and utility account numbers, 
NBS Estates Ltd will notify existing service providers and the local authority of the tenant’s liability (if 
appropriate) for payment of the services and council tax during the tenancy. The landlord will need to 
pay any outstanding utility charges up to and including the date upon which the tenant occupies the 
premises and for any void period between tenancies. 
 

3.10 In order to be able to manage the property effectively, NBS Estates Ltd will require a complete set of 
keys including electronic fobs. Keys for electricity and gas meters should also be provided where 
applicable. Keys will be kept at the local office under secure coded key system; therefore if keys are 
lost or misplaced, NBS Estates Ltd will only be liable for the cost of replacing the keys. 
 
 

 
4.1 Upon receipt of appropriate instructions from the landlord, NBS Estates Ltd will take steps to serve a 

lawful notice upon a tenant to terminate the tenancy; either in line with the landlord’s instructions or 
at the earliest time the law allows taking account of the landlord’s requirements. 

 
4.2 NBS Estates Ltd will inform the Landlord, in a timely manner, of the receipt of lawful notice from a 

tenant. 
 
4.3 Where a tenant does not vacate a property on the due date, NBS Estates Ltd will take steps to ascertain 

the tenant’s intentions and advise the Landlord as soon as administratively practicable. Where 



 

appropriate, NBS Estates Ltd will take steps to notify any legal protection/expenses insurer and co-
operate fully and promptly with legal advisers acting for, or appointed on behalf of the landlord. 

 
4.4 NBS Estates Ltd will arrange for an inventory check-out inspection at the end of the Tenancy unless 

instructed by the landlord, such check-out report to be paid by the tenant.  The outgoing tenants will 
be offered the opportunity of being present to observe the final checkout. NBS Estates Ltd will negotiate 
and agree dilapidations on behalf of the landlord and make the appropriate deductions from the 
Tenant’s deposit.  

 

 
 
 



 

 
5.1 NBS Estates Ltd finds a tenant which is accepted by you (or whomsoever you have given us authority to 

accept on your behalf) who enters into a Tenancy Agreement with you, the following fees of the total 
gross rental paid under the terms of the Tenancy Agreement, will become payable to NBS Estates Ltd. 

 
5.2 FULL MANAGEMENT SERVICE (No Upfront Fee) 
 15% per month if NBS Estates Ltd are appointed as marketing agent for a minimum period of 6 (six) 

weeks commencing from the date on which keys (or other means of access) are provided to NBS Estates 
Ltd. 

 
5.3 LET ONLY SERVICE 
 An upfront fee of 10% if NBS Estates Ltd is appointed as sole marketing agent for a minimum period of 

6 (six) weeks commencing from the date on which keys (or other means of access) are provided to NBS 
Estates Ltd.  

 
5.3.1 If a Tenancy is renewed or extended, either on the same terms and conditions or on different terms and 

conditions, either with the original tenant or with an associated party introduced by NBS Estates Ltd, 
renewal commission will be charged and will only be payable for the first two years’ of Renewals. Where 
there is more than one tenant, Renewal Commission will be payable in full where any or all of the 
original tenants remain in occupation.  

 
Renewals commission fees -  1st year 8%  

2nd year 6% 
3rd year - NIL 

 
The Landlord will be liable to pay Renewal Commission fees outlined above whether or not any Renewal 
is negotiated or arranged by NBS Estates Ltd; even if any Renewal is negotiated by another agent; even 
if the Landlord doesn’t require NBS Estates Ltd to perform any additional service over and above the 
introduction of the tenant.  

 
 
5.4  RENT COLLECTION SERVICE 

12% per month if NBS Estates Ltd are appointed as sole marketing agent for a minimum period of 6 (six) 
weeks commencing from the date on which keys (or other means of access) are provided to NBS Estates 
Ltd. 

 
5.5 A minimum fee of £500 applies to all rental periods. 
 
5.6 If the tenancy agreement is terminated in accordance with a break clause, the Landlord will be entitled 

to pro-rata refund of fees already received for the remaining period of the tenancy. 
 
5.7 Rental statements will be prepared and submitted to the landlord in accordance with the specified 

periods for the payment of rental.  Current banking arrangements are such that it is necessary to allow 
approximately 10 days for cheques to be cleared before transferring monies to clients.  We aim, where 
possible, to submit payment to landlords within two working days. 

 
5.8 Where NBS Estates Ltd are not instructed to collect rental throughout the Tenancy, we are entitled to 

meet our fees from the initial rental payment. 
 
5.9 If the sale of a property is agreed with a prospective tenant or any associated party, NBS Estates Ltd 

will be entitled to a sales commission of 1.5% of the sale price of the party (to include all agreed fixtures 
and fittings). 

 
5.10 NBS Estates Ltd will release the final rental payment as soon as possible following the date of vacating 

to ensure that funds are being held to cover any maintenance or other items during the final month of 
the tenancy. 
 

5.11 Our full management service does not include the following:  purchase and/or delivery/removal of 
additional inventory items, arrangement of insurance, processing of insurance claims, arrangement of 
license to let, redirection of post, attendance at check in/out inspections, arrangement of tax 
exemption certification, provision of duplicate information to accountants. (These services can be 
provided at an additional cost to the landlord, such costs should be agreed in advance by the landlord) 

 



 

5.12 Where this contract is signed by the client during a visit by us to client’s home or place of work or any 
other place away from our business premises, client has a right to cancel the contract under Consumer 
Contracts Regulations 2013. Cancellation will be accepted if it is in writing and sent by electronic mail 
to info@nbs.estate or delivered by post or hand to NBS Estate, 193 Lower Road, London, SE16 2LW within 
14 days of the date of this contract.  

 
5.13 This Agreement may be terminated by either party by way of two month’s written notice. The Minimum 

Fee of £500 applies if on termination the total fees due are less than the Minimum Fee. Where 
cancellation of this Agreement is unavoidable due to circumstances beyond the control of either party, 
the Minimum Fee will not apply and any pre-payments will be returned to the person entitled to them, 
less any expenses reasonably incurred to the date of the cancellation. 

 
5.13.1 The Landlord shall provide the Agent with any requirements for return and repossession of the Property 

at the earliest opportunity. Landlords should be aware that any Tenancy Agreement entered into on the 
Landlord’s behalf is a binding legal agreement for the term agreed. Details of any Tenancy being entered 
into will be communicated to the Landlord as soon as possible. 
 

5.13.2 Landlords should be aware that the legal minimum notice period to Tenants under assured tenancies is 
generally two months (should the contract allow for early termination) and this needs to be given even 
in the case of a fixed term Tenancy which is due to expire. 

mailto:info@nbs.estate


 

 

 
 
 

   ___________________________________________________ 
 
 
 
LANDLORD’S DETAILS 
 

FULL NAME   _________________________________________________________ 
(if the Property is jointly owned,  
please state the names of all owners) 

_________________________________________________________ 
 
  

ADDRESS   ___________________________________________________ 
 
 
     ___________________________________________________ 
 
 

TELEPHONE No   DAY_______________________   MOBILE_________________________ 
 
 

EMAIL    _________________________________________________________ 
 
 
 
 

LANDLORD’S BANK ACCOUNT DETAILS 

 
 _____________________________  _________________________________ 

 

 

 

(Please tick as appropriate) 

 
  Full Management    15% per month 
 
  Rent collection    12% per month  
 
  Let Only  10% upfront 
   
 
If Full management service is not required the Landlord confirms the He/She/It will take full responsibility for 
the management of the Property and acknowledges that He/She/It is aware of its responsibilities to the tenant 
 
 
 
  
  



 

 

 
The Non-Resident Landlords Scheme is a scheme for taxing the UK rental income of non-resident Landlords. 
The scheme requires UK Lettings Agents to deduct Basic Rate Tax from any rent collected for non-resident 
landlords. If non-resident landlords do not have UK letting agents acting for them, or if a "let-only" service is 
provided, their tenants must deduct the tax. In calculating the amount to tax, letting agents or tenants take into 
account any allowable deductible expenses they pay in a quarter. 
 
For non-resident Landlords to be able to receive rents with no tax deducted, they must successfully apply to the 
Inland Revenue for approval. If successful, a notice of approval will be sent to the non-resident landlord and a 
separate notice will be sent to us, the Letting agent, authorising us to pay rent without deducting tax. Please 
note that, even though rent may be paid with no tax deducted, it is still liable to UK tax and, therefore, must 
be included in any Tax Return. 
 
We prefer all of our non-resident landlords to apply for approval for us to pay rent without tax deducted. If you 
do not gain approval, we charge a fee of £120.00 per quarter to cover our costs in generating quarterly tax 
returns on your rental income. 
 
Applications should be made via the following forms: 
 
NRL1 (for individuals) 
NRL2 (for companies) 
NRL3 (for trustees) 
By letter (for foreign immunes) 
These forms can be obtained from http://www.hmrc.gov.uk, or by telephoning the Inland Revenue helpline on 
0151 472 6208. 
 
Completed applications should be sent to the office dealing with the non-resident landlords scheme: 
 
for individuals whose tax affairs are dealt with 
Public Departments 1 office (district reference 940) 
- send the NRL1 to: 
Public Departments 1 
Ty Glas Road 
Llanishen 
Cardiff 
CF14 5XZ 
 

all other non-resident landlords should send their 
NRL application form to: 
HM Revenue & Customs 
CAR PTI Room 230 
St John's House 
Merton Road 
Liverpool 
L75 1BB 

 

I / We hearby notify NBS Estates Ltd that I / We have obtained or will be responsible for obtaining the 
Energy Performance Certificate at the Property and understand the implication if such certificate is not 
obtained 

 
I / We authorise NBS Estates Ltd to organize the Energy Performance Certificate at the property at My 
/ Our expense. 

 

 
 
I / We hereby notify NBS Estates Ltd that I / We will be responsible for organising the Gas Safety 
Certificate required pursuant to the Gas Safety (Installation and Use) Regulations 1998 at the Property 
and will have obtained and supplied to NBS Estates Ltd a valid certificate prior to any Tenancy 
commencing. 

 
I / We authorise NBS Estates Ltd to organise the inspection of the Property for the purposes of obtaining 
a Gas Safety Certificate at My / Our expense and also agree to indemnify NBS Estates Ltd for any further 
costs incurred in carrying out any remedial works 
 
I / We confirm and warrant that there is no gas supply to the Property, nor are there any gas appliances 
within the Property and therefore the obligations under the Gas Safety (Installation and Use) Regulations 
1998 do not apply. 

http://www.hmrc.gov.uk/


 

I / We hereby notify NBS Estates Ltd that I / We will be responsible for organising and / or conducting 
the inventory and check in at the Property and understand the implications in the event of any dispute. 
 
I / We authorise NBS Estates Ltd to organise the Inventory and / or check in at the property at My / Our 
expense. 

 

 
 
I / We hereby notify NBS Estates Ltd that I / We will be responsible for organising a professional clean 
at the property immediately before the commencement of any Tenancy and will forward a copy of the 
invoice / receipt for NBS Estates Ltd file 

 
I / We authorise NBS Estates Ltd to organise a professional clean before the start of any Tenancy at the 
property at My / Our expense 
 

 

 
 
I / We confirm that the Property is not mortgaged 

 
I / We confirm that the Mortgagee’s consent to the proposed Tenancy has or will be obtained before 
the commencement of the Tenancy. 
 
 
 

I / We confirm that NBS Estates Ltd have advised Me / Us to ensure that the Property is comprehensively 
insured, and that the insurance company are informed of the proposed Tenancy, and that the Tenants 
are informed of any specific requirements imposed by the terms of insurance. 

 
 

I / We are aware of the requirements of the Furnishings (Fire Safety) Regulations 1988 and Furniture 
and Furnishings (Fire Safety amendment) Regulations 1993. I / We warrant that all furniture and 
furnishings at the Property comply with these requirements. 
 

 

 
 

If the Landlord requires NBS Estates Ltd to transfer utility accounts to the Tenant, please provide the following 
information: 
 
Council Tax Borough  __________________________   Acc No  ___________________________________ 
 
Water Provider          __________________________  Acc No ___________________________________
  
Gas Provider       __________________________  Acc No  ___________________________________ 
 
Electricity Provider   __________________________  Acc No ___________________________________ 
 
 
 
 
 



 

 

 
 

 
 
 

__________________________________  __________________________________

 

___________________________________  ___________________________________

 

____________________________________  ____________________________________

 
 
 
 

__________________________________  __________________________________

 

___________________________________  

 
 


