Take Holding Deposit/Administration Fee
An application fee is a payment made to cover the costs of tenant
referencing, credit checks, inventory preparation etc.
A holding deposit is taken from the tenant to reserve the room until
referencing is completed and the tenant moves in. It is usually then used
towards either the first rent payment or the deposit.
You can make one, both or neither of these charges depending on your
preferences, but any fees you intend to charge should be outlined on your
website (if you have one) along with details of what the fees will be used
for and whether or not any part of them is refundable if the tenancy doesn't
proceed.

Complete Tenant Application Process
Completing tenant reference checks is a critical start to a successful
tenancy agreement. You can carry out these checks yourself, or use a
specialist agency to complete them on your behalf.
As an absolute minimum you should complete a credit check on
prospective tenants covering any adverse credit history. Ideally you
should also complete an employment check and a previous landlord
check.
Right to Rent Checks
In addition to the optional reference checks, landlords (or their agents)
are now legally obligated to carry out Right to Rent checks on all
prospective tenants. Failure to complete these checks can result in
penalties of up to £3,000 per tenant.
The best way to ensure the checks are carried out correctly is to follow the
guidance from the government website –
https://www.gov.uk/government/uploads/system/uploads/attachment_da
ta/file/497242/Right_to_Rent_Document_Checks_-_a_User_Guide.Pdf

Schedule Check-in Date
Once you are satisfied with your reference and Right to Rent checks, the next
stage is to arrange a check-in date and time with your tenant. This will
normally be the same date on which the tenancy agreement commences.
It was normal practice in our letting agency to give tenants up to 4 weeks
from payment of the holding deposit to move in, however this is obviously
negotiable on a case by case basis depending on your preferences and the
tenant's requirements.

Send Relevant Documents
Once the prospective tenant has completed the application process, we take this
opportunity to send them several documents which are both useful for the tenant
and (in many cases) a legal requirement for the landlord the provide them.
Energy Performance Certificate - for a long time it has been a
requirement to display an EPC on your property advert, but it's now also a
requirement to provide your tenant with a copy before you can issue a
Section 21 notice, which is why it's a good idea to provide one at the start of
the tenancy.
Gas Safety Certificate - again, it has long been a legal requirement for
landlords to arrange an annual gas safety inspection by a qualified engineer,
an to provide a copy to the tenant. We always provide a copy of the current
one at the start of the tenancy (for HMOs, we have a copy on display on the
notice board).
How To Rent Guide - it has been a legal requirement since October 1st,
2015 to provide your tenants with a copy of the government's 'How To Rent'
guide before their tenancy commences. We email a copy of this to our
tenants along with the other documents once a check-in date has been
arranged. The latest version can be found here –
https://www.gov.uk/government/publications/how-to-rent
It's worth mentioning that in order for emailed documents to be recognized, your
tenant needs to permit email correspondence for the 'service of notices and other
documents in connection with the tenancy'. To handle this, we updated our
tenancy agreements with a clause that gives their consent for email
correspondence.

Collect Rent/Deposit
I would suggest always collecting the rent and the deposit before signing the
tenancy agreement. We do this using an online payment processing platform for
the letting agency, but simply provide bank details for our own properties.
Remember to deduct any holding fee from the balance due when calculating the
amount payable.

It's good practice to encourage a standing order is set up for future rents, but
unless you are registered to handle direct debit payments, enforcing this can be
difficult.

Tenancy Agreement
A tenancy can exist without a written agreement, but I would highly
recommend getting a draft tenancy agreement from a reputable
source like RLA or NLA that you can use for your own properties.
Keep in mind that an HMO tenancy agreement is somewhat different to
a single let tenancy agreement, and as such you should have separate
templates for each.
Inventory
If you use a letting agency, the inventory will normally be included in
the setup fee, whereas online agents will likely charge an additional
fee if you want them to complete it. An inventory is easy to complete
on your own but requires a high level of detail to be valuable should
disputes arise.
A basic starting point is to take pictures of every inch of the property,
as these are much easier to agree on than a written report. If you don't
want to do this yourself, there are plenty of companies who will offer
you an inventory service, often with guarantees of their work should a
dispute arise.
Keys Scanned
Attached to every inventory, we include a picture of the keys the tenant
receives. This helps avoid any disputes in future as again a picture is
far easier to understand than a written list.
For all tenancy agreements and inventories, we use Adobe E-Sign,
which allows tenants to receive, read and sign all documents via email.
This saves a lot of paperwork and a lot of time.

Register Deposit
If you take a security deposit, this needs to be protected in one of the 3
government identified schemes (TDS, MyDeposits or DPS) within 30 days
of the deposit being paid. Once it has been registered, you also need to
ensure the tenant receives a copy of the deposit prescribed information
within the 30 day time limit. Full information on deposit requirements is
available here - https://www.gov.uk/tenancy-depositprotection

Inform Utilities/Council Tax
Once the tenancy is confirmed, it is good practice to notify your local
council and any utility providers of the tenants details including their
name, address and move-in date so that future bills will be issued to the
correct person.

Schedule First Inspection
On single let properties and HMOs we arrange the first inspection after 3
months, then depending on how we feel the property is being cared for they
may remain at 3 month intervals or switch to 6 or 12 month intervals. We
always arrange the first inspection date at the start of the tenancy so that the
tenant knows what to expect and understands that we will be looking after
our property.
Check In
Depending on your preference, check-ins can be done in person, or
remotely. We do a hybrid style whereby all of the payments and
documentation are completed in advance, but we still meet the tenant at
the property on check-in day to hand over the keys and answer any
questions they may have.
If you prefer the traditional approach, paperwork can be signed at the
property and payments can even be taken (either in cash, or using
online banking/ payment apps).
Equally if you want the complete remote lifestyle, you can invest in lock
boxes so the tenant can check themselves in.
Test Smoke Alarms
It is now a requirement to have a smoke detector on every floor of a
single let property, as well as a carbon monoxide detector in any room
with a solid fuel appliance. It is also important to test these at the start of
every tenancy to ensure they are functioning correctly. We do this
during the inventory and record a video stating the property and the
date, and record the tests. It is also acceptable to test them during
check-in in front of the tenant and get a written confirmation that they
were testing and working.
Fire safety requirements for HMOs are significantly more complicated
and as such you should refer to your local HMO officer and the LACORS
documentation for guidance.

Add Tenant & Rent Details to Tracking System
Tracking tenants can be easy with one or two, but as your portfolio starts to
grow it can become more complex. It's important to have good systems in
place to track things like tenant contact details, rent dates and payments,
deposit certificates, gas safety renewal dates etc.
This can all be managed in an excel spreadsheet, or you can take
advantage of many new apps like Arthur Online which is a complete
tenant and property management solution for both private landlords and
letting agents.
If you prefer to have a more hands-off approach but save yourself from
exorbitant letting agent fees, an online agent like No Agent can offer you
all of the services you need at a fraction of the cost of a high street
operator.

