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The Mum-in-Business  Maximum 
Profit Multi-Let Property System 

Starting and managing a rent-to-rent property business is tough work. 

You’ll need all the help you can get, and for this reason - we’ve put 

together this how-to guide to make your life easier when embarking on 

your new venture.  

 

The following guide is intended to be used as a checklist. It doesn’t, 

and can’t cover all of the intricate details of running your business. It’s 

only intended to be used as a set of minimum points that you should 

have covered. This is what I use in my own business when training new 

members of my team or working with people one to one.  You now have 

access to this information.  Use it wisely and do send any feedback to 

me at info@mum-in-business.com 

 

For more detail, first consider purchasing a copy of the full training 

package which includes 4 webinars on each of the legs of this strategy 

(Finding a property, negotiating with the agents/owners, preparing the 

property, advertising for tenants and filling the property, ongoing 

management), interviews with various people who have used the 

strategy to success, various videos showing you how to use all the sites 

used to do market research and fill the rooms, a copy of my book 

‘Success Chronicles Vol.1’ and entrance to a private group where you 

can ask any questions you have.  If this is of interest, do pop over to 

http://MiBusinessCoaching.com/property to find out more.   

You can also contact Rosemary Nonny Knight 

(info@rosemaryknight.com) for support and coaching when faced with 
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the inevitable difficulties running a new (or managing an existing) 

business will bring. 
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About Me 
Rosemary Nonny Knight is a coach and motivational speaker that 
helps women (and some men) from all over the world reach their full 
potential.  Her motto is ‘Live Life to the full’ – She does this and wants 
all others to do this too.  Her book ‘Mum in Business – Start Your 
Journey to Success Volume 1’ is now available on 
http://RosemaryKnight.com/Book. 

Rosemary holds a Masters Degree and Postgraduate Diploma in 
Pharmacy.  She practiced as a self-employed and employed 
pharmacist successfully for 9 years.  In that time she managed retail 
pharmacies and learnt how to keep a business profitable while 
providing great service to patients.  She has also built up a property 
business on the side in the middle of a housing and economic crisis 
which now has replaced her income and enabled her to focus her 
efforts on coaching other parents to do the same. 

As reward for her efforts in building a property business, Rosemary won 
a Porsche Boxster in June 2012 as the ‘Better Your Best’ property 
business of the year winner. 

Mum in Business was created late 2010 when Rosemary was in the 
beginning stages of creating this property business as a catalogue of 
her journey.  It has gone on to be a source of inspiration to people all 
over the world as they venture away from their comfort zones. 

As a result of 

• Living in both Africa and the UK 
• Dragging herself up from the depths of debt & Bankruptcy into 

running successful businesses 
• Facing physical and emotional abuse, 

her special insights enable her to speak right to the heart of the matter 
for clients all around the globe. 

Currently, She runs 
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• ‘Build Profitable Business, Build Successful Life’ Online Webinars, 
• Mindset Training Workshops, 
• Brainstorming sessions, 
• Goal Setting Workshops for small groups, 
• Mastermind Online Groups 
• One – to – One Success Strategy Coaching 
• One to One Property Coaching (Rent to Rent Strategy) 

These are run for small businesses, networking groups and also for 
individuals in business or those wanting to start business.  She 
completely believes in the concept of Global Small Business as the way 
the world is going.  Business can give people freedom to live however 
they want and to change their families’ future, their communities and 
the world. 

Rosemary has been happily married for 12 years to Simon Knight and is 
mother to 3 young princesses. 

This is my property business site – http://BuyPropertyHelp.com 

Rosemary believes in empowering people to live deliberately; no more 
dreaming!  It is time to take action!  She will come alongside you and 
ensure you actually take action on the things you think about rather 
than just dream about it forever. 

Download and read http://RosemaryKnight.com/MyJourney.  It also 
gives you a little insight as to how I won the Porsche in the property 
business builder of the year (TMA) 2012 competition. 
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Introduction 
 

This property strategy is what I used to replace my full time self 

employed pharmacy income in under 2 years – It is Known more 

regularly by the name Rent to Rent which is actually trademarked and 

also has come under fire recently in the press. 

 

However, like most businesses, there are unscrupulous people and 

those who run a legitimate business.  You must choose what type of a 

business you want to run and ensure you obtain sufficient knowledge to 

do this effectively.  This manual will set you up right for the strategy but 

if you need help on being a landlord, it may be best to join a landlords’ 

association (See Appendix 8).   

 

This strategy is basically taking over a property from a landlord who 

may not want to manage it for whatever reason and turning it into 

shared house accommodation. 

 

It is not a new concept – places like care homes, churches run this 

model all the time.  They lease properties which are then used to house 

residents, interns etc.  In fact, I got into this as a result of my husband 

starting a software consultancy and he had considered renting a 

property for contractors to come and live in when he had local 

contracts.  I saw the potential in the idea and ran with it. 

 

So, let’s get started!
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Finding a Property 

You need to consider the following points before agreeing to let a 

property. Be aware of all the potential pitfalls! 

 

1) Identify the area taking into consideration who your clientele will be: 

• Students – Look for university areas. 

• Professionals – Look for university areas – Professionals tend to 

stick around their places of learning.  Also, consider if there are 

science parks, large corporations, hospitals.  Large cities. 

• Blue Collar Workers – Easy transport links, Easy access to 

shops. Remember these are usually single men ousted from the 

family home so everything needs to be within reach. 

• LHA – Anywhere but when considering the rent you pay for the 

property, ensure you take into consideration the LHA amount for 

your area1. 

 

2) Look for available properties on rightmove.com and zoopla.com and 

gumtree.com 

 

3) Look for a property with 3 or more rooms 

• If only 3 rooms, it must have at least 2 receptions rooms that 

have entrances clear of the kitchen.   

• The aim is always to get at least 4 useable rooms, preferably 5. 

                                                
1 You can find out the LHA amount for your area here: 
http://www.voa.gov.uk/corporate/RentOfficers/lharates/april2013lha.html 



 Maximum Profit Multi-Let Property System 

© 2014 Rosemary Nonny Knight                    http://Mum-in-Business.com 9 

4) Before arranging viewings, consider the cost of renting the property.  

The aim is always to pay a maximum of £150-200 per useable room 

though this does depend on how much you can get for each room.  

a) In my area, I can get £350 (regular double) to £450 (Ensuite) for a 

room.   

b) If all the bills are inclusive in the tenant’s rent, I assume about £80 

a person when calculating how much profit I am likely to get from 

the house 

c) If gas and electricity are metered, then I assume £200 a month for 

broadband, water, council tax. 

 

d) So for a 5 bed house that I am paying £750 for, I assume each 

room will cost me £150 (750/5) plus £80 so £230 per room is my 

fixed cost and If I rent it out for a bare minimum of £350 then 

profit is likely to be 120 so the house will probably yield me a 

profit of £600.  This is of course my simple calculation to enable 

me decide whether to proceed with enquiring about the house or 

not. 

 

5) Consider the area surrounding the house itself,  

i) how close to a bus stop?   

ii) How easy to get into the Town Centre?  

iii) Do we have any other properties in the area?   

iv) How easy are they to fill?   

v) Is it an area we want to carry on investing in?   
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vi) Any changes from the council – think Article 4 (Will we have to 

license all properties in that area?  Is it worth it to pursue?) 

 

6) Call up agent/owner.  Explain that you are a company looking to rent 

a property to house people. 

 

7) Arrange viewings with agents or owners.  Try to see more than one 

at a time. 

 

8) View the properties.  Work through the Multi-Let Checklist (appendix 

1) for each property. 

 

9) Based on the cashflow estimated above, the area, the checklist, is it 

something you want to move forward with? If not, walk away.  If it 

does, carry on. 
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Next Steps 
 

Think you’ve found a suitable letting? Great! It’s time to start 

negotiating… By the end of this stage, you should have a management 

agreement in place or a company let or tenancy agreement. 

 

1) Call Agent/Owner and referring to the checklist, ask for whatever 

work you require to be done.  Decide before hand what you feel is 

absolutely bottom-line that they do and what you are willing to invest 

yourself in the property. 

a) Remember, everything is negotiable 

 

2) Make an offer.  Always try to negotiate.  Start at £115 per room and 

work up if it seems unlikely. 

 

3) Ensure agent/owner is very clear that you will not be living in the 

property – You will be housing workers, interns or if it is an LHA area, 

you are working with the local council to house tenants on LHA. 

 

4) When going in to sign the agreement, mention that a company let 

agreement would be preferred or at the very least, the sublet clause 

must be taken out of the agreement. 

a) When working directly with landlords, I usually sign a 

management agreement (see Appendix 7) 

 

5) Sign the agreement assuming that 3 is done. Ensure you have 

something to indicate that the agent/owner was clear that individuals 

will be living in the house. 
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New Property 
 

So now you have a property. Time to start maximising the value by 

working through the items below. Be sure to take pride in your work! 

Remember, the better the house and the rooms look, the better the 

quality of tenant to be attracted to it. 

 

1. Go through the checklist and see what needs doing, preferably 

before taking on the house officially so that people can be got in 

place to go as soon as the property is ready. 

 

2. Allocate each task on the shared calendar to the respective party 

(property manager, handyman, bookkeeper, agent, owner). The goal 

is for the house to be ready within 7 days of taking on the property. 

 

3. Prior to the day of taking over the property, call up your chosen 

supplier for broadband and arrange a day within the first week to get 

set up. 

 

4. On the day of taking over property, Find out all the suppliers of 

utilities. Call them up and set up Direct Debits for each utility with a 

chosen monthly-calendar day.  

 

5. On the day, Find out Local Authority to ascertain who to pay council 

tax to. Call them up and set up a Direct Debit. 
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6. On the day of taking over property set up standing order to the 

owner. 

 

7. Make a copy of keys as soon as collected from agent/owner. 

 

8. Give a copy of the keys to property manager and ensure work is 

ready to start. 

 

9. Pop around the local shops and place an advert in them.  This will 

cost anything from free to £1 a week. 

 

10. Start online adverts (Gumtree, SpareRoom etc) with outdoor pictures 

and possibly kitchen and bathroom if the full house is not ready yet. 

Sample adverts are included below for reference: 
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Sample Online Advert 1 
 

 
11. Ensure that the accounts with these companies remain active. Inform 

your property manager when it’s time to renew. 

 

12. Take calls from prospective tenants wither personally or property 

manager or call centre.  (refer to ‘Arrange a viewing’) 

 

13. Ensure you identify where the prospective viewer came from – make 

a note of this – very useful for discovering our most cost effective 

advertising. 

I have 2 double rooms available in the Brierley Hill Area on XXXXXXX DY5. Merry 
Hill Shopping Centre and Asda superstore are available within 20 minutes walking 
distance. The High street of Brierley Hill is within 4 minutes walk with local shops and 
more. Public Transport just a stroll away. Buses into Stourbridge and Birmingham 
nearby. A pharmacy close by as well.  
 
The house has  
Furnished lounge  
Furnished Rooms with bed and chest of drawers and bedside cabinet  
Shared Kitchen with microwave, cooker and fridge freezer  
shared Bathroom with Shower  
Washer Dryer  
All Bills Inclusive  
 
On street Parking  
 
NO DEPOSIT Required! Just £75 upfront and rent and you can move in.  
 
DSS may be accepted if over 40 in age.  
 
Rent for double 80 a week / 340 a month  
 
Very flexible about most things so get in touch to see if we can come to an agreement. 
Nice Landlady :-) Treat me well, and I will treat you well too. 
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14. Use a shared calendar to book viewings. Always attempt to keep 

viewings in blocks in order to avoid going to the same place more 

than once a day unless a tenant sounds great! 

 

Sample Online Advert 2
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Arrange a Viewing 
 

Ok - so now you’ve generated some interest for your multi-let 

property, what’s the best way to separate the tenant wheat from 

the tenant chaff? Check out the bullets below. Be warned though; 

they’re not silver! 

 

There are two ways to set up a viewing.  In order to keep our houses 

full, we need to use them both. 

1. Proactively scour the internet for tenants looking for somewhere 

to live and get in contact. 

2. Wait for the phone calls to come into the business. 

 

For the Proactive Method:  

• Each morning or evening, go to Spareroom.com and 

easyroommate.com and gumtree.com (depending on area). 

• Do a search for tenants looking for property in our areas and send 

out text messages [see Sample Proactive SMS] to each person 

where their number is shown or send them online message.   

o TEXT messages are always preferred as we know they 

receive those immediately and they are less intrusive. 
 

Sample Proactive SMS 

 
 

Hi, I saw your ad on ______________. Are you still looking for a room? I have a double room 
available in _______ area. All bills included. Are you interested in taking a look? Kind 
Regards…….. 
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• When a positive response is received, call them up where 

possible and go through the questions below, depending on the 

clientele chosen.  

 
Sample Viewing Interview Questions 

 

 

It must not sound like an interrogation so fit the questions in as part of a 

conversation or be upfront and say you need to ask a few questions, 

leaving space for them to ask questions too. 

• Name 
 

• Current Address 
 

• When do you hope to move house?  - We wait a maximum of 2 weeks after 
viewing to move someone in. 
 

• How long do you hope to stay? – We prefer to have a tenant stay for a 
minimum of 3 months 
 

• Ensure he/she is aware that they will be sharing the house (Kitchen and 
bathroom) as some people think it is a private flat. 
 

• Do you work? 
 

• When last did you claim benefits? 
 

• Is it just for you or …?  This ensures that couples show themselves 
immediately as some try to arrange a viewing and at that point, you realize 
they are a couple or even worse, a family!  (Of course, if we are taking on 
couples, then it is ok) 
 

• Any pets? 
 

• Do you smoke?  Ensure they are willing to smoke outside as it is against 
the law to smoke within a shared house. 
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For the more reactive method, go straight to the questions as soon as 

an enquiry is received. 

 

For both methods:  

 

• Ensure the potential tenants are aware of the pricing – rent and 

deposit, admin fee and deposit or whatever we are doing for the 

house being marketed.  Ensure you find out from your manager. 

 

• If at any point, the prospect mentions that they are just looking, 

only arrange a viewing if it is a block viewing as these people tend 

to be time wasters.   

 

• Where they seem suitable, arrange a viewing for the closest 

possible time.   

 

• Remember to do block viewings, where possible.   

 

• Immediately, place this on the shared calendar – their name and 

number must be in place.  Also, fill in any other information you 

have on the prospect. 

 

• Before ending the call, ensure you tell them to confirm on the day 

of the viewing by text.  Only supply the street name and 

postcode.   
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• Inform them that they will get the house number when they 

confirm the appointment on the day.  MAKE SURE they know that 

without confirmation, we will not be there. 

 

• Tell them to bring the holding deposit or admin fee with them.  Be 

specific about the amount.   

 

• If LHA, also ask them to bring Identity document, something with 

their National insurance number (A letter from HMRC should 

suffice) and photo ID (where possible). 

 

• As soon as you drop the phone, send them a text [see Sample 

SMS Confirmation Message] with the street name, postcode, date 

and time of appointment and a reminder that they must confirm 

on the day. 

 
Sample SMS Confirmation Message 

Hi ________, It was nice to speak with you, See you at (Insert Street Name and 
Postcode) on (Insert Day and Time).  Please confirm with (Whoever is doing the 
viewing’s name) on (Insert telephone Number) on the day of the viewing.  Also, pls 
bring (Holding deposit) with you if you like the room.  Kind regards___________( 
Insert your name). 
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Performing a Viewing 
 

Got a solid lead? Awesome! It’s time to let them see the property and 
hopefully, assuming they’re suitable, close the deal. Make sure you 
work through all of the points below. 
 
1) Wait for confirmation from the prospective tenant.  DO NOT go to the 

property without you receiving this confirmation.  Of course, you may 
call to confirm with them at least an hour before you need to be 
there. 
 

2) Go to the property with sufficient time to perform any remedial 
tidying up if necessary. 
 

3) Show them the property.  Sell them the property and listen, listen, 
listen. 
 

4) Find out as much as possible about them.  Where they are 
complaining ferociously about a previous landlord, find out why, 
agree and smile but remember that most tenants that complain 
about previous landlords will take up complaining about and to us 
when they move in. 
 

5) Pay attention to their responses or lack of responses, any delay in 
responses, any sign of being uncomfortable.  Use open-ended 
questions to get more substantial responses.  PAY ATTENTION 
while remaining friendly. 
 

6) Depending on if they like it or not (and if you like them!), give them an 
application form to fill in.  (We use the standard National Landlord 
Association’s form adding in the NI Number manually) and take the 
admin fee (or holding deposit).   
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7) Give them a receipt for any money received. 
 

8) FOR LHA Prospective tenants - Also ensure they are given all the 
Tasker forms to fill in.  These can be obtained from 
http://www.taskerpaymentservices.co.uk/ 
 

i) The Member form must be filled in and the terms and 
conditions must be initialed. 
 

ii) Where possible, get application form and Tasker forms filled in 
immediately and take into the office with the ID. 
 

iii) If not possible, supply the prospective tenant with an email 
address to supply these details as a photograph at least a day 
before the agreed move in date. 
 

iv) These forms are then emailed to Tasker to obtain a bank 
account for the new tenant. 
 

9) In some circumstances, we will consider a guarantor if they offer 
one.  Refer to your manager for the procedure to go forward.  If a 
student, we will always ask for a guarantor.  
 

10) We hardly ever offer to move a tenant in on the same day as 
usually tenants in such a hurry may end up leaving in the same hurry 
or they are running from some trouble.   
 

11) Ensure we have keys to move the new tenant in before the agreed 
day of move in. 
 

12) Ask the tenant to photograph and email back the forms as soon 
as possible.
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Checking Tenants In 

 

The final piece of the puzzle. You’ve got a house and a tenant. Now you 
just need to make sure it all goes smoothly when they arrive on their 
first day. Our pointers below (and for checking in LHA tenants) will help 
make sure everything falls into place. 
 
1. On the day, take two tenancy agreements with you and ensure the 

tenant fills in both.  One is left with the tenant and we keep the 
second one.  
  

2. Go over the application form (assuming you are just seeing it) – 
Ensure you collect the NI Number and Date of Birth.  
  

3. Take pictures of all ID provided. 
 

4. Make sure you have stored the Tenant’s telephone number and email 
in your phone.  Call it immediately to check. 
 

5. If you have not already, call the references/next of Kin in front of the 
tenant to check that numbers work. 
 

6. Go through the fire safety equipment present in the property.  
Explain what needs to happen if the alarms go off.  Ensure they 
realize that they must leave the property.  No heroes, please. 
 

7. Where possible, demonstrate how to switch off alarms if a false 
alarm has been set off. 
 

8. Explain that the tenant is not allowed to smoke within the property.  
If they do smoke, they must do it outside the property. 
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9. Show them the boiler but ensure they know that it is not to be 
tampered with. 
 

10. In houses where there are pre-payment meters.  Ask them to speak 
to other housemates to find out the agreement in place to top up the 
meter.   
 

11. Show them how to top up the meters. 
 

12. Each house should have a set of house rules placed on the 
noticeboard, point it out to them and inform tenants that this is 
strictly enforced. 
 

13. Take the rent, give them a receipt and hand over the keys.  If there 
is any doubt about the suitability of the tenant, do not hesitate to 
withhold the keys. If this is the case, call the manager to confirm 
why you have done this so that he/she can take any calls of 
complaint. 

 

LHA Tenant Check-In 
 

As above, but here are the specific steps for Local Housing Authority 
(LHA) tenants. 
 
1. No entry allowed until the tenant has filled in all the forms and a 

tasker account has been set up. 
 

2. Before commencing check in, the tenant must be accompanied to 
the LHA office and form filled in with them ensuring the tasker 
account is listed as their primary account. 
 

3. Also, ensure that permission is given to the council to speak to the 
landlord. 
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4. As soon as the above is performed, carry on checking in the tenant 
as listed under others above. 
 

5. Follow up with the council every 7 days to push the claim forward.
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Ongoing Tenant Management 
 

The course of true love never runs smoothly (or so they say). There’s 

also a pretty good chance that some of your tenant relationships will be 

more challenging than others. We put together this checklist to help us 

iron out some of the wrinkles by staying on top of the important bits 

from the outset. 
 

Rent 
 

1. Last thing each day, check line by line the tenant spreadsheet to see 

who was due. 

 

2. Compare this with the bank accounts to see whose money has 

arrived that day. Staff who require it can be provided with bank 

account log in details. 

 

3. If in doubt, send a reminder via text or email to the tenant.  Wait for a 

response. 

 

4. Also, put on the calendar for the property manager to do a check on 

the tenant the following working day. 

 

5. On the spreadsheet, note how much is owed in the first column or 

put the amount paid in the second column for that week. See copy 

of Spreadsheet headers below  
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– Start each new week with two new columns. (Owed and Paid) 

 
Tenant 
Name 

Tel 
No 

Day 
Due 

Rent 
Amount 

Moved 
in Date 

House 
Name 

Admin 
Fee 

Owed 
17/09/12 

Paid 
17/09/12 

Owed 
17/09/12 

Paid 
17/09/12 

 
Spreadsheet Example 

 
 

6. For tenants who have not paid, immediately send out a text asking 

them to get their account up to date including the bank details to 

enable them pay it straight into the account. 

 
Non-Payment of Rent SMS 

 
 

7. Also, place a reminder on the shared calendar asking the property 

manager to call and check on the tenant the next day as well. 

   

8. Take off or adjust this reminder if the tenant gets in touch. 

 

9. Tenants may leave the rent in their room as long as they understand 

that until a receipt is left for the sum in their room, we have not 

received it. 

 

10. Send a text each day that rent is still outstanding. 

 

11. Make sure the tenant is visited by the 3rd day to ensure the tenant is 

still in the property.  Only enter the room if there is reason to doubt 

“Hi (tenant Name), Your rent was due ____________ for the sum __________.  It has not 
been received.  Please Ensure it is paid today to Sortcode, Account Number, Account 
Name, Bank Name. Text when done, Kind Regards……….” 
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that the tenant is still in the property.   

 

12. If you do enter the room, knock on the door, wait for response and 

call out to tenant before placing key in the lock and going into the 

room.  Stay by the door and look around, that should be enough to 

see if the tenant is still there. 

 

13. Leave a note under the door asking the tenant to get in touch or pay 

his/her rent. 

 

14. If no word or payment from the tenant, give written notice on the 8th 

day.  See the example notice document in the appendix. 

 

15. Ask the office for the exact way the name and address are printed on 

the tenancy agreement. 

 

The continuing process needs to be tailored to the tenant and the 

situation.  The ideal solution is to keep the tenant, maintain a good 

relationship AND get the rent paid.  Next best is to ask the tenant to 

leave and for the tenant to leave willingly within a sensible time period 

keeping the arrears down. 
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Ongoing Property Management 
 

Let’s face it. If you’re managing tenants, you need to ensure that their 

physical surroundings are being taken care of. This section is all about 

ensuring that all of those little maintenance jobs are being taken care of 

on a regular and repeatable schedule.  

 

1) Check all HMO at least once a fortnight: Check the fire alarm by: 

i) Sounding the alarm 

 

ii) Visually checking the detectors  

 

iii) Where present, visually check the emergency lighting to ensure 

that the bulbs are sound and in good working order. 

 

2) Check the outside of the property by walking around the property; 

looking at both the front and back of the building. Common things to 

check on the outside of the property are: 

i) Rainwater drains and pipes are sound and clear  

 

ii) Roof and windows are all ok 

  

iii) Drains are clear  

 

iv) Rubbish is not accumulating  

 

v) Garden and fences are in good order and nothing is missing   

 



 Maximum Profit Multi-Let Property System 

© 2014 Rosemary Nonny Knight                    http://Mum-in-Business.com 29 

3) Check inside of property:    

i) Remove all mail that is not addressed to a current tenant and 

return to sender as soon as possible  

 

ii) Remove newspapers, menus, marketing material as this can be a 

fire hazard. 

 

iii) Check that the cleaner has attended since your last visit. 

 

iv) Does the fire risk assessment need updating? 

 

v) Carpets are not loose or torn   

 

vi) Balustrades are sound  

 

vii) Property is reasonably clean and in decorative order  

 

viii) Fire doors are sound and intumescent strips are in place  

 

ix) Overhead door closure are in place and work i.e. they close the 

door where present 

 

x) Light bulbs in common areas work 

 

xi) The kitchen door is not propped open  

 

xii) Washing machine filters are clear (monthly) 
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xiii) The kitchen equipment is in working order  

 

xiv) Check fire alarm  

 

xv)      Sign checklists  

 

xvi) Nothing is missing  

 

xvii) Flush all the toilets and check they work ok, run the taps 

and check for leaks. 

 

xviii) Keep an eye on the silicone around the baths and bathroom 

floors.  Renew when discoloured.  

 

xix) Regrout between tiles when required. 

 

4) Check the central heating is working   

A. Is on the correct setting (timed or continuous)  

 

B. The pressure is correct  

 

C. Thermostat is at the correct setting. Consider boxing the 

thermostat in houses where gas usage is high. 

 

5) It is important that the checklists are signed and show weekly 

checking. You have not completed the checks if the checklist are not 

signed! Replace full and nearly full checklists and keep for at least 6 

months. They may be needed to prove that checks were regularly 
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carried out.   

 

A. Ensure notice boards are in position and checklists and signed 

and notices are up to date.  

B. Remove any old signs and certificates  

 

6) Visually checking CCTV and hard disk recorders. If possible, check it 

is working.  

 

7) Check all units for occupation   

 

8) When visiting an empty room check the following  

A. Is it clean and does it smell nice?  

 

B. As a minimum it should have carpet, curtains, lampshade, 

working bulbs, bed, wardrobe, chest of drawers and an easy 

chair.  

 

C. If present, Flush the toilet and check it works ok, run the taps and 

check that they function correctly and there are no leaks.   

 

D. Sockets are sound and that the lights work, replace faulty bulbs.   

 

E. Door opens and closes easily and the locks work and the  

handles/locks are not loose.  

 

F. Fire detection equipment is intact i.e. smoke/heat detector.  
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G. Everything in the room is in a reasonable condition.   

 

H. Does it need a paint touch up? 

 

I. Ensure it is Cleaned and Prepared  within  24 hours  of it being 

vacant.  

 

9) Ensure you know who is occupying each property. 

 

10) Gas, electric and water meters are read weekly and inputted on to a 

spreadsheet. Abnormal use is identified and investigated. We are still 

figuring out gas usage so we will monitor it over a few weeks.   

 

11) Know your tenants and manage them   

A. With good tenants (i.e. those who do not cause up problems 

and pay their rent) look after them and generally give them 

what they want, within reason  

 

B. With bad tenants- strictly manage them and challenge bad 

behaviour. In particular, challenge tenants who are noisy, 

damage the property including door closures and fire detectors 

and overuse utilities. 

 

C. Make a note of the damage caused by Tenants so we can 

invoice them and make them pay for the damage they cause.  

 

D. Quickly identify tenants who have left. It is fairly obvious if a 

tenant is not in occupation.  
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B. Send tenants birthday and Christmas cards, it is often the only 

card they receive.      

                                                                             

C. In unmetered  units  the  tenants  are  not  allowed  an  electric  

heater in their room.  
 

Note: that the above is not exhaustive- it does not contain everything 

you have to do to manage a property.  Common Sense must always 

prevail.
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Dealing with Repairs and Tenant 
requests 

 

We’ve tried to prioritise the order in which things get done, according to 
our core business objective of keeping our houses full of happy, paying 
tenants. 
 
There are two main emergencies that we attempt to get to as soon as 
possible: 

• Blocked Toilets 
 

• Dangerous Electrics 
 

These are closely followed by Central Heating Breakdown and faulty 
Fire Alarms. 
 
Having dealt with any of the above, the next thing we consider 
important is ensuring any empty rooms are ready to let, followed 
thereafter by dealing with any existing tenant requests. We have some 
general guidelines for those: 
 

• Always apologize to tenants with regards to any of their issues 
particularly with regards to any problems that have arisen in the 
property. 
 

• Always remain calm when dealing with tenants, regardless of how 
distressed or aggressive they seem. 
 

• Most people want to be listened to, so listen and glean the 
relevant parts of the conversation when dealing with a distressed 
tenant. 
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• The property manager will deal with the requests in the first 
instance and where possible, he will rectify the problem. 
 

• If beyond the scope of his remit then he will have on hand the 
telephone numbers of local tradesmen who will be called out after 
obtaining permission from the main manager. 
 

• Record all requests for repairs on the log sheet with the outcome. 
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Tenant Situations 
 

For those exceptional circumstances… 
 

Where the Tenant wants to Change Room. 
 

1. They must be in good standing with us with regards to their rent.  
The only exception to this is where it will help the tenant become 
more regular by moving him/her to a smaller and more cost effective 
room. 
 

2. Sign a new agreement with them for a very short period, particularly 
if the move is due to an inability to pay their rent. 
 

3. We may offer to help them move to speed things along and to 
provide great customer service. 
 

Where the Tenant becomes Mentally Unstable. 
 

1. Call out an ambulance or inform the reporting tenant to call an 
ambulance.  
 

2. Inform their next of kin as soon as possible. 
 

3. As this is a shared house, be very wary of allowing the tenant back 
into the property. 
 

4. To avoid an accusation of wrongful eviction, we must ensure we do 
whatever possible to get the tenant rehoused.  If tenant is calm and 
we are able to speak with them, then we take them to Midland Heart 
Drop in Centre in the middle of Birmingham centre 
 

5. Ask them politely for the key and ask them to sign a waiver.  
Preferably do this with the staff at Midland Heart so as to have a 
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witness that you have not forcibly removed the tenant from the 
accommodation. 

6. Ask the tenant to get in touch with you as soon as he has 
somewhere permanent to live and you will bring his/her items to her. 
 

Where the Tenant Dies. 
 

1. Inform the next of Kin that the room will be cleared out immediately.  
Arrange a date for them to collect the items.  Be sensitive but we 
must empty the room within a day or two. 
 

2. When/If the relative collects the items, obtain a receipt. 
 

3. Where possible, do this with someone else so as to minimize the 
chance of theft accusations. 
 

4. Photograph everything. 
 

Where the Tenant Causes a Nuisance. 
 

We need to be fairly quick off the mark on this. 
 
1. If the tenant is causing difficulties with another tenant, both tenants 

will receive a verbal warning. 
 

2. If this does not work and/or an external complaint is received from 
another tenant in the property or someone external to us, the newest 
tenant must be asked to leave or where possible, we rehouse.  
  

3. Again, we must act quickly to ensure we do not lose good tenants 
while holding on to a bad one. 
 

4. Remember to stay calm and stay within the law in all your dealings 
with tenants. 
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Where the Tenant Leaves Unexpectedly. 
 

This needs to be dealt with in a sensitive manner as the tenant can 
claim wrongful eviction if done wrong. 
 
1. First ensure that a leaving checklist form is filled in with the manager 

as soon as information is received that may mean that the tenant has 
left. 

A. Another tenant informs us 
 

B. Rent remains unpaid and no contact made with tenant 
 

C. Letter received from council stating benefits have been 
stopped 
 

D. Tenant themselves state they are leaving 
 

2. This process may also be started if we are waiting on rent payments 
and having no luck reaching the tenant as we have seen that where 
the tenant owes rent and feels unable to pay, they may exit the 
property in a hurry. 
 

3. Knock on the door briefly and call out to the tenant. 
 

4. If no response is received then proceed to say loudly that you are 
about to open the door. 
 

5. Open the door and stand in the doorway.  Note whether the tenant’s 
items are still in place. 
 

6. If they are, exit the property and leave a note if arrears are an issue. 
 

7. If empty of any belongings and the keys are missing, change the lock 
and leave a note on the outside of the door explaining who the 
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tenant can get in touch with if they choose to return. 
 

8. Remember in the case of number 8, the tenant does still have a right 
to their room, we are just trying to get them to contact us if they 
return. 
 

9. Prepare the room to be re-let. 
 

10. If the tenant returns for whatever reason after we have changed the 
locks or relet the room, we always offer to rehouse them.  If they are 
in arrears, we will still demand that they pay their rent though that is 
not a condition of rehousing. 
 

Ensure every action taken is listed clearly on the leaving checklist form 
(appendix 3). 
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Appendices 
Appendix 1 - The Multi-Let Checklist 

 

Item    Notes 

Interlinked Fire Alarms and heat alarms – Landlord to install where 
possible 

 

Fire Extinguisher  

Fire Blanket  

Draw Up Risk Assessment  

Electric certificate – Needs to be within the last 5 years  

Gas safety Certificate – Needs to be within the last year  

Fire doors on kitchen  

Fire doors elsewhere – Not essential if 2 storey  

Are utilities on pre pay meters ?  

Electricity Supplier __________________________________ Meter Reading 

Gas Supplier _________________________________________ Meter Reading 

Water Provider  

Water meter?  

How many useable bedrooms, including receptions?  

What size are they? Doubles/Singles  

How many bathrooms ?  

How many Toilets?  

Are there Locks on bedroom doors?  

How many locks do we need to buy and fit? Will owner do it?  

How many cupboards in the kitchen?  

Are the Windows in the bedrooms big enough to be a secondary 
escape route? 

 

Does it  come with any of these Appl iances/ I tems? 

Fridge  

Freezer  

Cooker  

Microwave  
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Item    Notes 

Kettle  

Vacuum Cleaner  

Washing Machine  

Dryer  

Dishwasher  

Cutlery Set  

Pots  

Pans  

Toaster  

Mugs  

Furniture 

Beds – Check for fire safety labels  

Bedside Cabinet – Not essential nice extra  

Wardrobes  

Desk and Chair  

Lamps  

Four Sockets in each room  

What Council?  

Dustbin Day  

Look for rat and cockroach droppings at the bottom corner of 
kitchen cupboards 

 

Look for damp in hidden places – Open Kitchen Cupboards, look 
at ceilings and under stair cupboards, what does it smell like? 

 

Make sure the Agent/Owner turns on the boiler, go through each 
room to check that the radiators work. 

 

Take pictures to use for adverts  

Any other comments?  
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Appendix 2 - Notice of Eviction Sample Letter 

 

Rosemary Knight 

XXXXXXX Road 
Town 
Postcode 

NOTICE SEEKING POSSESION OF A PROPERTY LET ON AN 
ASSURED TENANCY 

HOUSING ACT 1988: Section 8 as amended by Section 151 of the Housing Act 1996 

1) To tenant:   _____________________________________________________ 
 
 2) Your landlord intends to apply to the court for an order requiring you to give up  
 
possession of:  
 
_____________________________________________________________________
__________ 
 
_____________________________________________________________________
__________ 
 
____________________________________ 
 

3) Your landlord intends to seek possession on grounds 10 and 11 in Schedule 2 to the 
Housing Act 1988, as amended by the Housing Act 1996, which reads: 

Grounds 8 

If rent is payable weekly or fortnightly, at least eight weeks rent is unpaid 

(a) If rent is payable monthly, at least two months rent unpaid 
(b)  If rent is payable quarterly, at least one quarters rent is more than three 

months in arrears; and 
(c) If rent payable yearly, at least three months rent is more than three 

months in arrears and for the purpose of this ground ‘rent’ means rent 
lawfully due from the tenant. 
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GROUNDS 10 
Some rent lawfully due from the tenant 

. (a)  Is unpaid on the date on which the proceedings for possessions are  begun; and  

. (b)  Except where subsection (1) (b) of section 8 of this Act applies, was in  arrears 
as the date of the service of the notice under that section relating to those 
proceeding.  

GROUNDS 11 

Whether or not any rent is in arrears on the date on which proceedings for 
possession are begun; the tenant has persistently delayed paying rent which has 
become lawfully due 

4) Give a full explanation of why each ground is being relied on: 

Ground 8: on the date of this notice the tenant was more than two months in arrears of 
rent 

Ground 10: on the date of this notice the tenant was £__________________ in arrears 
of rent  

Ground 11: the tenant after taking occupation persistently failed to pay rent on time. 

Notes on the grounds for possession 

1)  If the court is satisfied that ground 8 is established, it must make an order (but 
see below in respect of fixed term tenancies.).  

2) The court will only make an order during the fixed term of the tenancy on 
grounds 8, 10 or 11 if the terms of the tenancy make provisions for it to be 
brought to an end on any of these grounds.  

3)  Before the court will grant an order on any of ground 10 or 11, it must be 
satisfied that it is reasonable to require you to leave. This means that you will 
be able to suggest to the court that it is not reasonable that you should have to 
leave, even if you accept that the ground applies  
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4) Condition 4.3 of your Tenancy Agreement entitles your landlord, whether or 
not there is a fixed term to the Tenancy, to apply for an order for possession 
under ground 8, 10 & 11.   

5) The court proceedings will not begin until after:  
______________________________ 
 

• Minimum of 14 days from the date below.  
• Where the landlord is seeking possession on grounds 8, 10 & 

11 court proceeding cannot begin earlier than 2 weeks from 
the date this notice is served.  

• After the date shown in Section 5, court proceeding may be 
begun at once but not later than 12 months from the date on 
which this notice is served. After this time the notice will lapse 
and a new notice must be served before possession can be 
sought. 

 
 

Signed:                                                Dated:  
 

Rosemary Knight    ____________________________________ 

Tenant: I acknowledge receipt of this notice  

Signed:                                               Dated: 

 
 
(Tenant) 

8) Certificate of service: I delivered this notice on 

................................................... (date) .................... (time) by hand. 

This notice can only be waived by written agreement of your landlord. You must 
continue to pay rent and pay off arrears whilst under notice. You are still required 
to pay off any arrears, if any, even after leaving. 
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IMPORTANT NOTICE 
What to do if this is served on you 

  ·  This notice is the first step towards requiring you to give up possession of 
your home. You should read it very carefully.  

  ·  Your landlord cannot make you leave your home without an order for 
possession issued by court. By issuing this notice your  landlord is informing 
you that he intends to seek such an order. You may be required to pay for 
the cost of the court order and for its application this time if you are willing 
to give up possession without a court order, you should tell your landlord as 
soon as possible and say when you are prepared to leave and so avoid the 
possible expense of a court order.  

  ·  In addition to the grounds that are set out in Section 3 of this form, 
preferable in writing, the court may allow any of the grounds to be added at 
a later date. If this is done, you will be told about it so you can discuss the 
additional grounds at the court hearing as well as the grounds set out in 
section3. 

· If you need advice about this notice, and what you should do about it, take 
immediately to a citizens‟ advice bureau, a housing advice centre, a law 
centre or a solicitor 
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Appendix 3 - The Leaving Checklist 

 
 
 

Property Name  
Tenant Name  

Who suspected tenant 
left? 

Name: 
Date: 
Time: 

What reason was 
given for believing 
tenant left?  Please 
provide as much detail 
as possible. 

 

Was the unit unlocked 
or key left in the door? 

 

Have you spoken with 
any other tenants? 

 

When did you attempt 
to call the tenant?  
Record each attempt 
and the result. 

 

Have locks been 
changed? 

 

Has a notice been left 
on the door? 

 

Have photographs 
been taken of the unit?  
Attach them to this 
form 

 

Provide a brief 
description of what 
was left in the room 

 

Signed  
Dated  
Name  
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Appendix 4 – House Rules 
This is courtesy of Francis Dolley and the crew with a few adjustments of my own.   Do attend one of 
their offline workshops if you prefer an offline group event. 
 
Before being gifted with this one, I had a fairly boring version so Francis and family have created a 
resource that looks good and gets the main points across. 
 

 

The House Rules 
Learn how to  

ü Be a great housemate 
ü Operate a dish cloth 
ü Not upset anyone 
ü Operate domestic equipment 
ü Change a light bulb 
ü Make sure you do not get charged for excesses or 

damage 
ü And much much more!! 

 
 
Most problems in shared properties seem to arise from tenants not taking 
personal responsibility for communal areas – The ‘someone else will do it’ 
attitude.   People all living together can generate some disagreements. In this case 
we would advise calling an informal meeting of ALL house-mates to ensure a 
smooth running household. Most problems can be sorted out by talking.   
 
Our 4 main criteria for living together; Don’t be 
noisy, Keep the place clean and tidy, Pay the rent on 
time and Have a mutual respect for others.  
Fire  
The hall, landing and stairs must be kept completely clear of any obstruction, at 
all times – this is a requirement of the local authority as it forms the fire exit. 
Keep all your belongings in your room. 
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In the case of fire – raise the alarm, (Shout ‘Fire’ as loud you can!) call the fire 
brigade, 999, from a safe place, do not attempt to extinguish the fire and ensure 
doors are closed behind you. 
This is a non smoking property, when smoking outside the property; please step 
away and close the door to prevent smoke entering the building. 
Please do not place toasters under kitchen units when in use. 
Do not use deep fat fryers at this property. 
If you introduce any of your own furniture into the house, please ensure it 
complies with the safety fire regulations. All common sense stuff! 

Fire alarm system 
There are smoke alarms around the property which are quite 
sensitive.  If one goes off, please exit the building as soon as 
possible unless you are absolutely certain it is not a real fire.   
Please do not take any chances. 
 
 
Kitchen Door 

Be aware that if you decide to wedge open the 
kitchen door, smoke from cooking food in the 
kitchen may set off the smoke alarms, to the annoyance of 
anyone else asleep in the house! 

Cleaner 
The communal areas are cleaned every week. Tenants are 
expected maintain the property to a good standard of 
cleanliness and hygiene in between times.  It is advisable to 
draw up a cleaning rota with other housemates over a bottle 
of wine.    If you wish to engage the cleaner to clean your 
space, this can be arranged at a small charge.  
 

Viewings, Inspections &  Maintenance 
Viewings and maintenance will need to be carried out at the property 
from time to time. There will be a monthly check of the smoke alarms.  

Whole house inspections are carried out at 3 month intervals.  All tenants will be 
informed by text 24 hours in advance. Please report any maintenance issues 
immediately. 
 
Overnight Guests 
It is a common courtesy to inform other housemates if you 
have the occasional overnight guest. How would you feel 
bumping into a stranger in the middle of the night? It’s 
generally accepted that no more than 3 nights a week is 
acceptable for overnight guests. Please inform 
___________________  if you think sneaky housemates are 
abusing this rule. 
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Your Contact Information  

Please inform us immediately of any change of email address and 
mobile number. Failure to do so could result in an embarrassing 
situation should we have to do a room inspection . . . .  
 
Broadband Access   Please look on the router for 

details of the password.                      
 

Security 
It is very important to close all windows and external doors 
securely when leaving the property unattended. Please leave 
a light on in either the hall or landing when leaving the house 
unattended for long periods. The energy efficient bulbs cost 
very little to run.  You may be liable for missing items if it is 
determined that it was YOU  that left the door unlocked!    
 

Do not let anyone into the property that you do not know, EVER! Let them call 
their visitor who can let them in. 

 
Keys     Please be careful with your keys - we charge £20 for 
replacements or call outs as a result of being locked out.  

Electrics and plumbing 
Please familiarise yourself with the positions of the fuse-board in the 

garage and stopcock (under the kitchen sink) for turning off the 
water.  
Blocked drains 
Take care not to allow excess hair to clog the shower and 

basin. Also take care what is deposited into the kitchen sink and 
WC – You may have to pay for call outs and plumbers are bloody 
expensive! 
Heating 
In very cold weather please do not turn off the heating when the property is left 
empty. Set the timer so that it switches on for two bursts a day. This is to ensure 
that pipes do not freeze.   Failure to do so may result in tenants being charged for 
any subsequent damage and repairs and plumbers are . . . .  .  (see above) 
The overall heat of the house can be adjusted with the thermostat. Individual 
room temperatures can be adjusted with the thermostats on the radiator in your 
room. No need to adjust the boiler and take into account your carbon footprint 
on your home planet. 
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Monthly Bills 
Gas, water and electric bills are capped at £200 per calendar month. If the 
monthly bill exceeds this amount, the excess will billed to tenants 
proportionately. It is therefore in the interest of all tenants to keep bills to a 
minimum. Just be sensible – don’t leave the heating on all day – it will upset 
someone!  
Lighting 
You have a responsibility to replace blown light bulbs in communal areas 
immediately to ensure the safety of all tenants.  There are different types of 
fixings – BC or ‘Bayonet Cap’ energy efficient type is shown.  

Emergency Numbers  
These are the numbers you should call should the 
property require EMERGENCY repairs out of office 
hours. Please keep this safe. 
 

(Your Name and Number) 
 

For any suspected gas leak please contact    Transco 0800 111 999 
These numbers are ONLY to be used in the case of an emergency. 
If the contractor deems the repair not to be an emergency, YOU will be charged 
for their call out fees and you don’t really want to do that, do you? 
If you do have to make an emergency call out, please inform ____________         
first thing the following morning either by   
Email   ___________________     or      Tel ____________________ 
 
Waste collection 
See the notice on the pin board for collection dates. Rubbish 
in the black bins will be collected every two weeks.   Please 
ensure you return the bin to its correct place ASAP after it 
has been emptied. Try to get it all in the bin with the lid 
closed. Let’s try not to make it easy for the rats!! 
 

Condensation & Damp 
We occasionally have complaints about damp or mould. This is usually caused by 
condensation   With	  hot	  adults	  in	  the	  house	  showering	  every day,	  plus	  cooking	  and	  
the	  sometimes	  necessity	  	  of	  drying	  clothes	  in	  the	  house,	  the	  moisture	  level	  in	  the	  
air	  increases	  so	  much	  that	  it	  can’t	  all	  escape,	  causing	  damp	  and	  mould.  
Mould comes in many wonderful colours - Green, orange, black… 
Here are a few points to avoid problem and treat this problem. 
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• Cooking - Cover pans when cooking and open a window and use the 
extractor fan. Make sure the fan is working correctly.   
                                                                

• Washing clothes – Put clothes out to dry whenever possible. ( Also 
makes them smell better) If you do air them in your room, leave a 
window ajar.   
                                                                                                    

• Close kitchen and bathroom doors when these rooms are in use as these 
stops the moisture reaching bedrooms.     
                                      

• Ventilate cupboards and wardrobes. Don’t put too many things in them 
as it stops air from circulating.                   
                                        

• Moisture is produced every day by our breathe.  When at home it is a 
good idea to ventilate a room by leaving a window slightly open.    
                                                                                                                 

• It is also good practise to open windows wide for a few minutes every 
day to ‘air’ the house and let the moist air out.  Dry air in a house makes 
it feel warmer, so a better aired house uses heat more efficiently. 

• When	  showering	  and	  bathing,	  ensure	  you	  ventilate	  the	  room	  afterwards	  by	  
throwing	  open	  the	  window	  and	  using	  extractor	  fans	  where	  provided.	  
 

• In	  the	  morning,	  if	  condensation	  is	  spotted	  on	  the	  window,	  wipe	  it	  down	  with	  
kitchen	  roll	  or	  a	  cloth. This will make you a better person! 
 

• Don’t	  keep	  opened	  food	  in	  the	  fridge	  or	  cupboards	  past	  it’s	  sell	  by	  date.	  
Either	  eat	  it	  or	  give	  to	  a	  housemate	  to	  eat.	  
 

• Do	  not	  dry	  clothes	  on	  the	  radiators	  in	  the	  house.	  This	  is	  usually	  the	  biggest	  
cause	  of	  mould	  problems.	  Google	  ‘Indoor clothes dryer’. 	  

• 	  

If	  you	  start	  to	  see	  the	  first	  signs	  of	  black	  mould,	  it	  can	  be	  cleaned	  away	  easily	  using	  
a	  bleach/water	  solution	  or	  specific	  mould	  spray.	    Dispose	  of	  cloth afterwards	  to 
avoid further contamination and please inform us.  
 

• The	  first	  signs	  could	  appear	  around	  windows,	  in	  the	  silicone	  sealant	  around	  
the	  bath,	  shower,	  and	  sinks.	  Mould	  may	  also	  form	  in	  the	  washing	  machine	  
powder	  drawer.	   
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• If	  food	  is	  left	  in	  the	  fridge	  then	  it	  will	  form	  here	  too	  and	  this	  can	  spread.  The	  
longer	  the	  mould	  is	  left	  the	  worse	  it	  will	  get.	  

As	  tenants	  you	  have	  a	  responsibility	  to	  keep	  the	  property	  in	  a	  good	  state	  of	  repair,	  
and	  take	  steps	  to	  ensure	  it	  does	  not	  become	  a	  problem. Work together to ensure a 
nice safe environment. If there is a damp /mould problem when you leave the 
property you will be charged for the extra cleaning/remedial work involved. 
Communal Areas 
Please do not place ANY of your personal belongings in communal 
areas. Other tenants may be too polite to tell you it bothers them!   
There are 6 sets of crockery and cutlery etc in the house – please 
do not overload the cupboards with more!  
If you think an unused item has been ‘hanging around’ the kitchen 
or bathroom, check with other housemates as to who actually owns 
it – if no one, dispose of it. Be power crazy and ruthless! 
Generally  
No pets are allowed at this property, not even rabbits or cats. 
 
We find that a house runs smoother when those who live there have a little 
respect for each other, this could be as simple as  

• Closing doors quietly.  

• Cleaning up communal areas immediately after use! 

• Not playing music too loud (use earphones?)  

• Not turning TV up too loud (see above) 

• Sharing any jobs or working out a rota (House 
meeting & bottle of wine) 

• Being considerate – it’s why God put you on this planet! 

• Using your indoor voice whilst indoors   

• No whining – housemates will roll their eyes behind your 
back! 

 
Tips For Keeping the House Looking its Best  
Here	  are	  some	  quick	  and	  simple	  cleaning	  tips	  to	  help	  keep	  the	  house	  
and	  furniture	  looking	  its	  best,	  follow	  these	  to	  help	  save	  money	  and	  
make	  sure	  you	  get	  your	  deposit	  returned.	  According to 

www.mydeposits.co.uk  one of the main reasons that landlords stop money 
from a tenants deposit is to cover the cost of cleaning, not just your room 
but your % of the house.  

• The evening before the cleaner calls, put rubbish in the bin, do the 
dishes and clear the worktop - this will allow her to do her job.  

•  Tenants need to defrost freezer periodically.  
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• Oven:	  Place	  a	  layer	  of	  foil	  in	  the	  bottom	  of	  the	  oven	  to	  collect	  spills.	  Replace	  
when	  dirty.	  Yea	  it’s	  a	  pain,	  but	  housemates	  will	  see	  you	  as	  their	  ‘Leader’.	  

• Grill	  pan:	  Place	  a	  layer	  of	  foil	  in	  the	  pan	  so	  it	  covers	  the	  top	  edges.	  This	  will	  
catch	  all	  grease	  and	  fat.	  Replace	  after	  use.	  

• Grills:	  Once	  every	  couple	  of	  months,	  soak	  these	  
overnight	  in	  biological	  washing	  powder,	  they	  will	  
come	  up	  as	  new!	  	  

• Shower:	  You	  can	  use	  a	  shower	  de-‐scale	  spray	  on	  
the	  shower	  screen	  and	  shower	  head	  and	  
ventilate	  the	  room,	  to	  avoid	  mould.	  	  

• If	  you	  spill	  something	  then	  treat	  immediately	  to	  
avoid	  staining.	  (Always	  remember	  this	  throughout	  your	  life)	  

• Beds: Do not remove the mattress protector 

from	  your	  bed. You will be liable for any stains on the 
mattress. 	  

• Coke is the probably the best cleaner on the 
market. (The drink) It cleans sanitary wear, sinks, 
taps, cookers and many other things. Minimal elbow 
grease needed. WC’s - just pour the coke into a toilet 
and leave it overnight and in the morning –‘ping’!  
Ha Ha - imagine what it is doing to your small 
intestine?! Drink water – it’s free!	  

• If you have failed to open a window and there 
is black mould on the walls there is no point in 

painting over the mould because it is a living organism and will quickly 
come back to haunt your dreams. The walls need to be cleaned, then 
neutralised with white wine vinegar to kill the mould and when it is dry 
a quick coat of emulsion will restore the wall to its former glory. You 
can do this and your landlord needs never know!!	  

• A dirty microwave is easily cleaned with a cup of lemon 
juice mixed with sodium bicarbonate placed inside and 
micro-waved for a couple of minutes. The lemon will 
evaporate and condense onto the metal surfaces melting 
the grease ready for a quick wipe out. The same mixture 
can be warmed and used to clean and deodorise a fridge or 
freezer. Tell your housemates to try it as a scientific experiment.     

                                                          



 Maximum Profit Multi-Let Property System 

© 2014 Rosemary Nonny Knight                    http://Mum-in-Business.com 54 

•  If by some bizarre occurrence you create a dirty oven, 
there is a good product called ‘Oven Pride’.  It comes with a 
bag into which you put your oven trays and pour some of the 
liquid. Leave over-night and in the morning the grease has 
melted leaving the trays shining like new. The product comes 
with full instructions – now all you need to do is pour the 
remaining liquid into the oven and spread it around, within a 
few hours the oven is clean and ready to wipe out – again, 
very little elbow grease needed.  Ps wear the gloves – it 
burns!!                                                          

 

Living Together . . . . (Forced smile) 

• Make sure you avoid arguments about the bin by making a rule about 
it. The first person who finds a full bin puts the bin bag out. Always 
check if you are running close to the end of the bin liner roll, 
otherwise its overflow time.  
 

• For some reason, the fridge is a particular bone of 
contention. If it drives you mad when other people take your 
milk then consider labelling it 'Milk experiment # 1’ or ‘Urine sample’ 
on your carton of milk.  No one will touch it. In fact, you might free 
up a whole fridge shelf in this way...  

 
• Make a rota. Some (lazy) people find these restrictive and 

may claim to be illiterate, but it's a fair system and if you 
work it out well beforehand, it can really pay off. It's up to 
you how you arrange it: you could make sure each person 
takes responsibility for one room or alternate all the jobs 
that need to be done. However, it is essential that everyone sticks to the 
plan, if not = house meeting with much tut’ting, shaking of heads and 
raised eyebrows..  

 

• Learn to accept that cleaning jobs won't always be split fairly, but karmic 
‘ally, it all balances out. Life will take revenge on that no-good deadbeat! 

 

 

 

Maybe	  you	  can	  assist	  us	  in	  putting	  together	  some	  local	  information	  for	  
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tenants	  new	  to	  the	  area?	  Be	  the	  first	  –be	  a	  .	  .	  .	  .	  Leader!	  Email	  us	  	  
	  
Nearest bus stop...........................................................................................    
 
Railway Station.............................................................................................. 
 
 Best taxi..........................................................................................................              
 
Good cafe.........................................................................................................  
 
Supermarket....................................................................................................  
 
24/7..................................................................................................................  
 
Dentist...............................................................................................................  
 
Doctor..............................................................................................................           
 
Good Music Pub...............................................................................................          
 
Good Food Pub.................................................................................................   
 
If you have any ideas or suggestions or additional information with regard to the 
property please let us know. (Don’t be rude!)      
 
Thank you 
 
If you have any concerns or complaints feel free to contact me at any time 
 
YOUR NAME 
ADDRESS 
EMAIL ADDRESS 
TELEPHONE NUMBER 
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Appendix 5 – Example Risk Assessment 
 
I obtained this from the Homestamp website. 
 
I fill this in myself, however you may prefer to get someone official in to do it for you.  The template 
can be downloaded at http://www.homestamp.com. 

 
Record of Significant Findings from the Fire Risk Assessment 

 
 

Risk Assessment for: Assessment undertaken by: 
Address: XXXXXXXX 

 
 

Completed by: Rosemary Knight 

Signature:  

Postcode: XXXXXX Date: 19/8/2013 
Floor unit  
(for large multi-
unit properties) 

 Property type: A Four Bedroom Terraced 
Property with Bathroom and 
Lounge and Kitchen/Diner.  
Occupied by 4 individuals. 

 
Step 1: Identify fire hazards 

Sources of ignition: 
  

Cooking, boiler, toaster, TV, Washing Machine, Smoking materials, Electrical 
installation, Gas installation, candles 

Sources of fuel: Furniture, Floor and wall coverings, Accumulation of Junk mail. 

  
Step 2: People at risk: 

Residents and Visitors to the Property 

 
Step 3: Evaluate, remove, reduce and protect from risk 

3.1 Evaluate the risk 
of the fire occurring 

More cooking occurs in this property as each resident cooks independently.  Smokers 
may be occupying the property. 

3.2 Evaluate the risk 
to people from a fire 
starting at the 
premises 

Fire can spread throughout the property and all tenants and guests at risk, particularly at 
night when asleep 

3.3 Remove or 
reduce the hazards 
that may cause a fire 

Smoking and candles banned within the property (See House Rules) 
Junk Mail recycled weekly (or manager or staff obtain at least weekly) 
Electrical installation tested for safety 
Gas installation tested for safety 
All furniture complies with fire regulations where applicable 
Fire Alarm System to comply with    
 
Current British Standard 5839  
 
Part 6: Grade D (or equivalent) 
 There is also a secondary exit to the property through the kitchen back door and the 
gate which leads to the front of the property from the garden. 
The windows in each room will be a secondary fire escape route. 

3.4 Remove and 
reduce the remaining 
risks to people from 
a fire 

Fire blanket provided and tenants shown how to use it. 
Fire extinguisher not provided as a deterrent from untrained people attempting to use it. 
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Assessment Review 

Next review date: 19/8/2014 
Risk assessment 
completed by: 

Rosemary Knight 

Signature:  
Review outcome (where substantial changes have occurred a new record sheet should be used) 

 

 



 Maximum Profit Multi-Let Property System 

© 2014 Rosemary Nonny Knight                    http://Mum-in-Business.com 58 

Appendix 6 – Cleaning and Alarm Form 
 
Date Cleaning Done Alarms Checked Any Issues 
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Appendix 7 – Example Management Agreement 
 
 
Dated__________________________________________2013 
 
 
 
   (1)  
 
 
-and- 
 
 
Rosemary Knight (2) 
 
 
 
 
______________________________________________________ 
MANAGEMENT AGREEMENT 
Re: 
_______________________________________________________ 
 
 
 
 
 
 
 
 
 
 
MANAGEMENT AGREEMENT 
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THIS AGREEMENT is made on the         day of                           2013 

 

BETWEEN: 
 
(1)                                                                         of  

  

(“the Owner”) and 

 

(2) Rosemary Knight 

 

(“the Manager”). 

 

 

WHEREAS: 
 

1 The property is owned by the Owner 

2 The Owner will allow the Manager to opportunity to manage the property 

3 The Manager will receive and retain all rents from Tenants in occupation 

4 The Manager will make a monthly payment to the Owner 

 
1.         DEFINITIONS  
In this Agreement unless the content otherwise requires the following expressions 

shall have the following meanings:    

 

“the effective date” means the date hereof 

 

“insured risks” means the risks insured against loss or damage by fire (including 

lightning and thunderbolt) storm tempest explosion aircraft (and things dropped 

therefrom) and aerial devices and impact civil commotion floods burst pipes and 

such other risks or perils as the Owner shall from time to time determine but always 

including Architects and Surveyors fees VAT three years loss of rent and third party 

and property Owner liability risks   

 

     “Management” means 
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(a)     collection of all rental income from the Property 

(b)   attending to all routine maintenance and repairs of the Property including  

those arising out of statutory requirements (but not those arising out of insured 

risks) 

(c)   to use reasonable endeavours to let the property for terms which shall not 

in any event be longer than twelve months duration and to take all 

reasonable steps and precautions to ensure that any proposed Tenant will 

be a respectable and responsible Tenant who will comply with all the 

Tenant’s obligations set out in the tenancy agreement. 

and at all times carry out such duties in accordance with the principles of good estate 

management. 

“Monthly payment” means £ [           ] per month 

“the Property” means the property [address] 

 “House in Multiple Occupation  -HMO”  means a three storey property being 

occupied by 5 or more persons forming two or more households 

 

2.          APPOINTMENT OF MANAGER 

            

2.1    The Owner hereby appoints the Manager to be and the Manager hereby 

agrees to act as manager of the Property. This appointment shall take place 

from the Effective Date and shall continue unless and until terminated in 

accordance with this agreement 

 

2.2 Subject to the termination provisions herein this Agreement shall continue in 

force until the expiry of five years from (but not including) the Effective Date 

 

3       DUTIES OF MANAGER 

 

3.1    To attend to the Management of the Property including (this list is not 

exhaustive) arranging lettings, checking Tenant’s references, preparing 

inventory, conducting inspections, arranging for repair and general upkeep 

 

3.2  To keep the Owner informed of relevant matters affecting the Property which 

a reasonable property owner would consider relevant 
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3.3 To arrange for any rental deposits to be adequately protected under the rules 

of the Tenancy Deposit Scheme (under the Housing Act 2004 and associated 

legislation)  

 

3.4    pay: 

 

3.4.1 the first £50 only  for the repair or remedy of any minor repairs required by 

the property but excluding major items of expenditure, for example 

replacement boiler and the Manager will in cases of emergency contact the 

Owner and if unsuccessful will instruct reasonable works to keep the 

property in good and safe order at the Owner’s cost 

 

3.4.2  all charges for electricity gas water and other services consumed or used 

at the Property (including meter rents): and 

 

3.4.3 all costs expenses and demands arising from a tenancy including (but not 

limited to) the costs of complying with all statutes and laws in relation to the 

tenancy and obtaining a court order for possession of the Property as 

detailed in Clause 5.5 

 

4 DUTIES OF THE OWNER 
 
4.1 During this Agreement the Owner shall forward any monies received direct 

by the Owner from the Tenants of the Property after the date hereof 

immediately to the Manager 

 

4.2 To keep the property insured for its full reinstatement value against the 

insured risks and provide a copy of the Insurance policy to the Manager 

within 14 days of its receipt by the Owner 

 

4.3 On each amendment to or renewal of the Insurance policy send a copy of 

the amended or renewed policy to the Manager (or their solicitors) within 5 

working days of such amendment or renewal 
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4.4  Subject to receipt of the insurance proceeds use reasonable endeavours to 

procure the reinstatement repair or reconstruction  of the Property and to use  

any insurance proceeds in respect of such works only  

 

4.5   Provide all information which the Manager shall reasonably require in relation to 

the Property  

 

4.6 Apply for and maintain the currency of all licenses, approvals and authorities 

relating to the property including the use of the property and comply with all 

recent relevant legislation 

 

4.7 Comply expeditiously with all notices, requests, demands served by any 

Insurer, licencing, planning, building or other authority in respect of the 

property 

 

4.8 To be responsible for the care and control and the cost thereof of any plants 

and trees in the garden which require care or maintenance 

 

4.9 To provide sufficient keys and fobs to the Manager to allow each Tenant to 

have one and a complete spare set for the Manager 

 

5.0 To have any gas appliances, flues and pipework checked for safety annually 

by a registered Gas safe engineer and provide the Manager with a valid gas 

safety certificate and to carry out a full heating and boiler check within 14 days 

of the date of this Agreement and any recommendations carried out within 56 

days of that inspection 

 

5.1 To provide on the date of this Agreement all valid existing Energy 

Performance Certificates for the property.  

 

5.2 Prior to the signature hereof to demonstrate to the full satisfaction of the 

Manager that the full electrical system, boiler and heating system for the 
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property are in full working order and provide all relevant certificates, 

operating instructions and manuals 

 

5.3 If the property is a registered HMO to take all requisite fire precautions 

including the installation of powered, linked smoke alarms  

 

5.4 All furnishings provided by the owner must comply with Furniture and Fittings 

Fire Safety Regulations 1988 

 

5.5 To initiate and fund unless covered by insurance any legal proceedings for 

Tenant breaches of contract although the Manager accepts that it will pay the 

first £1000 of such fees on any single matter 

 

5.6 To notify existing Tenants of the appointment of the Manager and require the 

Tenants to direct all enquiries to and pay all rent to the Manager and in the 

event the Owner receives any correspondence or communication from any 

person relating to the property they will notify the Manager providing full 

details forthwith 

 

6      FEES 
 
6.1 The Manager will pay to the Owner or the Owner’s agent as instructed the 

monthly payment on the [             ]day of each month commencing on [                                   

] OR the parties agree that to reflect the cost of work required to be done by 

the Manager to the property as agreed with the Owner and detailed upon the 

schedule of works annexed hereto the monthly payment will be as follows: 

 

 From                        to                             £ 

 From                        to                             £ 

 From                        to                             £  
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6.2 Subject to payment to the Owner of the monthly payment the Manager shall 

be entitled to retain all rents payable by the Tenants of the Property in 

exchange for carrying out the duties defined herein 

 

6.3 On the signature of this Agreement the Manager will make a payment to the 

Owner of £[            ] to be treated as deposit (“the Manager’s deposit”) on the 

express understanding that that sum is to be repaid by the Owner to the 

Manager in full without deduction of any sort within 7 days of the Manager 

providing written confirmation to the Owner that Tenants of the property have 

provided deposit funds  

 

6.4 In the event that the Owner does not return all of part of the Manager’s 

deposit the Manager has the right to withhold payment of the monthly 

payment until the total of the Manager’s deposit has been repaid 

 

6.5 In the event that the total of the funds provided by the Tenants falls below the 

amount of the Manager’s deposit for a consecutive period of 14 days the 

Manager will pay to the Owner the difference between the total deposits and 

the Manager’s deposit (“the top-up”) such top up to be retained by the Owner 

only until the total of the Tenants deposits exceeds or equals the Manager’s 

deposit at which time and forthwith the top up will be returned in full to the 

Manager and in default the provisions of clause 6.4 will apply 

 

6.6 In the event that the property is not fully tenantable by one or more Tenants 

as a result of the Owner failing or refusing to carry out his duties hereunder 

then on written notice by the Manager the monthly fee will be reduced 

proportionately with the number of Tenants who cannot take occupation and 

will continue as such until the property is fully restored and Tenant(s) in 

occupation. 

 

7 LIABILITY 
 

           The Owner shall ensure that there is promptly provided to the Manager all 

such information as shall be reasonably required as to enable the Manager 
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properly to perform his duties under the Agreement and no liability shall attach 

to the Manager by reason of his having acted or omitting to act where such 

act or omission resulted directly or indirectly from any failure or delay in 

providing such information and such information was not otherwise known to 

or should reasonably have been in all the relevant circumstances known to 

the Manager. 

 

8 TERMINATION 
8.1   This Agreement may only be terminated by either party giving six calendar 

months written notice to the other (any such notice being given by the Owner 

will incur the termination fees as detailed in clause 8.5 and any such notice 

being given by the Manager will incur the termination fees as detailed in 

clause 8.6) but immediately by one calendar month’s notice in writing to the 

other party if any of the following occurs: 

 

8.1.2  either party at any time shall in respect of an individual become bankrupt or 

unable to pay their debts or have no reasonable prospect of being able to pay 

their debts within the meaning of section 267 268 of the Insolvency Act 1986 

in or in respect of a company goes into liquidation (except for a voluntary 

liquidation for the purpose of reconstruction or amalgamation upon terms 

previously approved in writing by the Manager); 

 

8.1.3   either party at any time shall commit a serious breach of the provisions of this 

Agreement  and shall not have remedied that breach within thirty days after 

the service of notice requiring it to be remedied.  

 

8.1.4  the Manager fails to make 2 consecutive payments of the monthly payment 

 

8.1.5 the property is damaged in whole or part and thereby becomes untenantable 

for one or more Tenants and in the reasonable opinion of the Manager the 

Owner is failing to satisfy his obligations under clause 4.4 then the Owner 

will make payment to the Manager as detailed in clause 8.5 and the 

Manager’s obligation to make the monthly payment will cease on the giving 

of notice 
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8.2       Subject to the provisions of the above this Agreement shall continue in force 

until the expiry of five years from (but not including) the Effective Date) 

 

8.3 On termination of this Agreement as provided herein the Manager will 

relinquish control of the property to the Owner and the Owner will take back 

the property in the condition it is in at the date of termination  

 

8.4 On termination for whatever reason the Owner is aware that the existing 

tenancies will continue  

 

8.5 Should the Owner terminate as provided in clause 8.1 the following fees are 

to be paid by the Owner to the Manager and in default of payment in full are 

to be treated as a debt: 

 

Termination by the Owner within 24 

calendar months of the date hereof 

Reimbursement in full of all 

reasonable set up costs as to 

materials and labour incurred in 

preparing the property to let including 

(this list is not exhaustive) 

furnishings, carpets, decoration, exit 

fees charged by utility suppliers, fire 

alarms. All such costs to be fully 

supported by invoices and any work 

carried out by the Manager alone will 

be invoiced at £100 per day. 

Plus a payment to the Manager of a 

sum equivalent to two payments of 

the Monthly payment 

Termination by the Owner between 

24 calendar months and 36 calendar 

months of the date hereof 

Reimbursement of 50% of the set up 

costs detailed above 

Plus a payment to the Manager of a 

sum equivalent to two payments of 

the Monthly payment 
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Termination after 36 calendar 

months of the date hereof 

A payment to the Manager of a sum 

equivalent to 1.5 payments of the 

Monthly payment 

 

8.6 Should the Manager terminate as provided in clause 8.1  the Manager will 

pay to the Owner a sum equivalent to two monthly payments and in default 

of payment in full  is to be treated as a debt: 

 
9 NOTICES 
             Any notice to be given may be served by being left at or sent by recorded 

delivery to the address of the Owner or the Manager (as appropriate) as 

specified in this Agreement or such other address as either party may from   

time to time notify the other in writing and any such notice given by post shall 

be deemed to have been served (unless the contrary shall be proved) at the 

expiration of seventy-two hours after posting. 

 

10 GENERAL 
 
10.1       The parties hereto are not in partnership with each other. 

 

10.2    This Agreement is for the benefit of the parties to it and is not intended to 

benefit or be enforceable by anyone else. 

 

10.3  The Manager may delegate all or some of their duties and powers hereunder  

 

 

SIGNED by the said    
 
 

 

SIGNED by the said        
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Appendix 8 – Useful Websites 
 

This manual assumes you have a basic knowledge about being a landlord and the Housing Act.  
Where this is not the case, consider going on a landlord accreditation day.  In the Midlands, you can 
go to :-  
 
http://mlas.org.uk/ 
 
Nationally, I have found the National Landlords Association to be pretty useful.  They have a jelpline 
as well which is very useful when dealing with tenant challenges. 
 
http://www.landlords.org.uk/ 
 
I mentioned Homestamp earlier.  This is useful for understand fire safety in a shared house though 
more relevant to the Midlands.  For more specific information, speak to your local council. 
 
http://homestamp.com/ 
 
To join a Mastermind that will take you to another level, I am working with Benjamin Leppier (The 
League of Warriors) so visit his site or speak to me. 
 
http://www.theleagueofwarriors.co.uk/ 
 
Of course, you must visit my website.  Get Business and Life Training in Sales, Marketing, Pricing, 
Confidence, Goal Setting, Time Management, Mindset Training, One to One and Group Business 
Breakthrough and Performance coaching.  One to One Multi Let System training. All this and more… 
 
http://Mum-in-Business.com 
 
For Daily Inspiration 
 
http://www.facebook.com/muminbusiness 
 
 
 
 

I hope you enjoyed this manual.  All you need to do now is 
take immense action and start making great income from 
property now. 


