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 2012 Let Only paperwork

address

postcode
ll reg no

Your details 

name
email  
mobile 
home 
work 

Bank details

name 
a/c name
sort code  
a/c no. 

Property details 

address        rental price  
        let from
        dble beds   
postcode       sgle beds       
         
council tax band    
gas supplier         
electric supplier      
stopcock location       
   
please tick where appropriate

traditional build    kitchen   open views  fridge freezer
modern build    kitchen/dining   private garden  fridge    
house     dining room  access to garden freezer 
flat    kitchen/lounge  garage    dishwasher
fully furnished    lounge   secure intercom electric hob 
unfurnished    bathroom  open fireplace   gas hob
private parking   boxroom  singled glazed  electric oven 
permit parking   ensuite   doubled glazed  washing mach. 
free street parking   study   floorboards   washer dryer 

Type of tenant you would be happy to consider 

professionals    students     student with a gurantor  
mature students  smoker   pets    claiming benefits     
   
  
 

.

keys supplied
level in stair
type of heating
alarm code



Pre-letting preparations 

       Landlord supplied   Click-let to arrange   N/A

property inventory  
property cleaning 
window cleaning 
energy performance certificate (EPC)
gas safety certificate 
electrical safety certificate (PAT)
electrical installation condition report (EICR)
additional key cutting 
smoke alarm installation 
carbon monoxide dectector installation
fire blanket installation 
hmo application 

additional notes: 
                

Click-let research 

where did you hear about us? 



PROPERTY CONSULTATION 

We will provide you with a complimentary property consultation where we can offer the following advice: 
 a) How to maximise your rental income 
 b) Your legal obligations as a Landlord 
 c) What tenants expect to have in a furnished property 
 d) Comparable rental incomes for properties in your area

MARKETING SERVICE (Sole agency only: to include the following)

2.1 We will prepare property details for any advertising as agreed and circulate these to potential tenants. 

2.2 We will arrange all viewings of the property and accompany prospective tenants. Viewings can be arranged 7 
days a week. 

2.3 If requested we will put up a “To Let” board outside the property.

2.4 We will obtain references - proof of ID (Passport/ Driving Licence), confirmation of employment/ income, 
credit check and previous landlord/ letting agent letter. Where necessary guarantors may be sought. In the case of a 
company let, financial references are obtained from either company accountants or bankers and written confirma-
tion obtained that the person intended to occupy the property is employed by the company and that company will 
pay the rent. Click-let do not guarantee the payment of rent or other charges incurred by the tenant.

2.5 We will take a deposit equal to one calendar month’s rental PLUS two hundred pounds. Click-let will hold the 
tenant’s deposit as agent to the Landlord/Stakeholder in the agent’s deposit account where no interest is payable to 
either the Landlord or the Landlord’s tenant(s).

2.6 We will draw up the tenancy agreement and specified notices in accordance with the relevant Housing Acts. All 
tenancies commence with a minimum six month Short Assured Tenancy as per the Housing (Scotland) Act 1988. 
At the end of the initial 6 month term the lease does not end, instead it continues on a month to month basis until 
cancelled in writing by the tenant providing one month notice or the Landlord with two month’s notice.

2.7 We will collect the first monthly rental from the tenant(s) in advance and the balance of rent, less our Let Only 
fee and any costs incurred, will be paid directly into your nominated account. 

2.8 We will ask tenants to complete and return (to their bank) a standing order form for rental payments to be paid 
direct to you on 1st of each month. 

2.9 We will provide you with a statement detailing costs incurred and copies of all signed paperwork.     

INVENTORY

3.1 If requested we will prepare a detailed inventory of contents (costs can be found under section 13). Loft areas will 
NOT be checked and we recommend that they are locked. Owners’ personal items should be removed from the 



the premises. Owners are NOT recommended to leave stereo equipment, televisions or DVD players in the 
property. Any small items left in the property should be boxed and will be listed on the inventory as such. Garages 
should be cleared with the exception of any gardening equipment. 

FEES: LET ONLY MANAGEMENT 

Marketing fee    50% of the rental   This includes:
        i) advertising (to let board, internet etc) 
        ii) viewings (9am - 8pm, 6 days a week) 
        iii) tenant referencing 
        iv) drawing up legal documents (AT5, 6 month 
             short assured tenancy agreement etc) 
        v) tenant move in 

Works management fee 9%    If we are to instruct, oversee, carry out or process 
        any works/invoices for your property we will take 
        a works fee from the total costs of works. 

Inventory    1 bedroom £60  Full list of decoration, furnishings and furniture.
    2 bedroom £75
    3 bedroom £85 
    4 bedroom £105  
    5 bedroom £120 

Additional services 

Exit inspection    £75    We can visit your property at the end of the 
        tenancy agreement, check the inventory, take
        photographs and send you a full damages and 
        dilapidations report. 

Lease renewal   £100    New lease agreement for existing tenants where
        instructed or necessary due to a change in tenant

Holiday cover   price on request  At any time during the tenancy we would be able to 
        take over full management of the tenancy, dealing   
        with any issues 24 hours a day 7 days a week.  

              Please note the above prices are exclusive of VAT



DECLARATION & SIGNATURE 

By signing these Terms & Conditions you confirm that you would like Click-let Ltd to proceed on a sole agency 
basis in accordance with the terms and fees set out in this document. We would be grateful if you would sign 
and return it to our office (123 Leith Walk, Edinburgh, EH6 8NP) along with the following items:

i) Completed let only paperwork  
ii) Copy of photographic identification 
v) Property keys  

At that point you will have entered into an agreement with Click-let Ltd.

If Click-let are instructed to undertake further work  not included in the list of services, then such work shall be 
identified and a full written estimate of any additional cost will be made available to you before the work is carried 
out. Please note if you decided against proceeding with a tenancy or remove the property from advertising you will 
be charged costs incurred to that point. 

print name 

signature 

date 

print name

signature

date


