
 

 

 
 

TENANT’S GUIDANCE NOTES 

 

1. To proceed with an application to rent a property we will ask you to pay a commitment payment and administration 

fee.  The commitment payment is £500, however this payment will be transferred to form part of the deposit due on the 

day of completion. The administration fee is £150 (plus 20% vat) for the first applicant, and a further £75 (plus 20% vat) 

for each additional applicant, i.e: £180.00 for a single applicant, £270.00 for joint applicants (inclusive of 20% vat). 

Should you later withdraw from the proposed tenancy, then the referencing fee and commitment payment is non-

refundable. 

 

Please see our website for all fees. 

 

2. We will require two forms of identification for each applicant to verify your    

name and address. At least one form of identification has to photographic for reference purposes.  Please bring one 

document from each list detailed below:- 

 

 CONFIRMATION OF NAME   CONFIRMATION OF ADDRESS 

 A)  Full UK Driving Licence   A)  Gas, electric or telephone bill 

 B)  UK issued Cheque guarantee card,              (less than 3 months old) 

       Credit card or Debit card with an  B)  Recent Council Tax demand  

       Original statement for the card.  C)  UK bank or credit card statement 

 C)  Valid full passport           (less than 3 months old) 

 D)  Pension allowance book   D)  Recent Mortgage Statements  

 E)  Inland Revenue Notice of Tax Code 

 

3. All negotiations remain strictly subject to receipt of satisfactory references, Landlord’s approval and contract.  A 

guarantor may in some circumstances be required. 

 

4. Each applicant and guarantor (if any) must complete an individual referencing application form.  We are unable to 

reserve property until we are in receipt of completed application forms. Please ensure that application forms are 

completed in full, especially with regard to employers address, postcodes, telephone numbers and fax numbers. 

Incomplete applications forms will delay your tenancy. 

 

5. Initial monies may be paid by personal cheque, debit card or credit card (an additional 3% will be charged on credit 

card payments).  Completion monies MUST be paid in cleared funds ie; not a personal cheque, ideally debit card, 

credit card (an additional 3% will be charged on credit card payments), building society cheque or bankers draft, 

made payable to Partridge & Co. 

 

6. Most properties are let on an Assured Shorthold Tenancy, for a minimum of 6 months.  Sub-letting is not permitted. 

 

7. Rent is payable monthly in advance by standing order.  Your standing order mandate should be set up to deduct rent 

from your account five days prior to the usual rent due date.  This is to allow for clearance. 

 

8. Rents are exclusive of council tax, utility bills, telephone and television licence.  You will be responsible for notifying all 

utility providers and local authorities of your occupancy as soon as you have moved in. 

 

9. Deposits are returned to your forwarding address within 20 days of your vacation, subject to an inventory check and 

clearance of all outstanding bills. 

 

10. Tenancies are between Landlord and Tenant, irrespective of whether the property is managed by Partridge Letting 

Agents.  

 

11. We recommend that all tenants should have adequate liability insurance and advise that it covers accidental 

damage. 

 

 

 


