
 
 
Almost everyone ends up renting a property at some stage in their lives 
and it helps if you are well-informed about the process and know what 
you are up for so we can avoid any un-welcome surprises! 
 
 
1. Searching for a property 

 
 

We want to find your dream home so give us as much information as 
possible about what you are looking for. Including, what is your move 
date? How many bedrooms/bathrooms/receptions do you need? Do you 
need a furnished or unfurnished property? What is your maximum budget? 
Tell us any other requirements we need to know about. 
 
2. Arranging a viewing 
\ 
 

Our lettings team will contact you with suitable properties available to 
match your requirements. Once you have decided on the properties you 
would like to see, we will arrange a convenient time to view the properties 
with you. It is advisable to view properties as soon as possible as the 
lettings market in central London moves very quickly!  
 
3. Making an offer 
 
 

Once you have found a property you would like to rent, we will put the 
offer forward to the landlord. Please be aware of the following:  
 
Rent: Rents can be advertised weekly or monthly, but are usually payable 
monthly, quarterly, six monthly or yearly in advance. Please note your bills 
are typically not included in the rent, i.e. utilities, council tax, broadband, 
TV license.  
 
Holding deposit: Upon an offer being accepted, as a sign of commitment 
from you, we will usually ask for a holding deposit to take the property off 
the market and proceed with the references. This is usually 1 weeks rent as 
a part-payment of the whole amount payable to rent the property.  
 
Security deposit: This is between 5-6 weeks rent and is paid to the landlord 
as protection against damages. It is refunded to you at the end of the 
tenancy minus any deductions.  
 
4. Tenants agency charges  
 
 

Under a standard Assured Shorthold Tenancy Agreement, no tenancy 
fees apply. However if the tenancy is going to be in a Company Name, 
for example, then the lease will be a Non-Assured Shorthold Tenancy 
Agreement and £384 including VAT applies.  
 
 
 

A transparent lettings 
process for our tenants 
	



5. Offer agreed – subject to contract and references 
\ 
 

Once our client has agreed your offer, we will then proceed with the 
tenancy paperwork, which includes: 
 
Identification: We require photo identification and proof of address from 
each tenant. This could be your passport or drivers license, and a bank 
statement dated within the last 3 months. If you are a foreign applicant, 
you may be required to show proof of your visa status.   
 
References: Berkeley & Woods will instruct our referencing agency to 
conduct reference and credit checks on all tenants. They usually request 
employment, a landlords reference and do a credit check. If you are self-
employed, you would need to supply an accountants reference.    
 
Guarantor: Sometimes the landlord will require a guarantor if he/she is not 
satisfied with the references. The guarantor must be UK based and 
someone who will guarantee payment of the rent and any other liabilities 
under the tenancy. References will be taken for the guarantor just the 
same as if they were renting the property.  The first guarantor for each 
tenant is free of charge.  
 
Deposit: During your tenancy, your security deposit will be held in 
accordance with the Tenancy Deposit Protection scheme. The deposit 
should be registered by the landlord with a government approved 
scheme within 30 days of receiving the monies or the tenancy 
commencing, and the landlord will provide you a certificate of 
registration. The deposit should be refunded to you within 10 days of 
vacating the property. If there are any disputes when you vacate, the 
deposit protection scheme aim to resolve deposit disputes quickly and 
efficiently. This deposit is held against unpaid bills, outstanding rent or 
repairing damage caused in the property during the course of the 
tenancy. The deposit is normally equivalent to 6 weeks rent.  
 
Tenancy Agreement: Berkeley & Woods will provide our standard tenancy 
agreement or our Landlords own version including any special clauses. 
You will need to sign where indicated on the agreement. Please note that 
this is a legal agreement between you and the Landlord and we would 
recommend that independent legal advice should be taken. Fees may 
apply to tenants when renewing tenancy agreements.  
 
Holding deposit receipt: This is a receipt of payment for the holding 
deposit and shows the breakdown of all funds due and payable. We 
accept bank transfer, cheque or bankers draft. Please note we cannot 
release keys until all funds have cleared.  
 
 
 
 
 



6. Move in day and inventory check-in 
 
 

Once we have satisfactory references back, signed tenancy agreement 
and full cleared funds, we will hand over the keys and arrange for our 
inventory clerk to conduct an inventory check-in (if not already 
prepared). This outlines the properties condition and contents and 
protects both you and the landlord when the time comes for you to move 
out. They will also take metre readings if necessary.  
 
Gas Safety Certificate: In accordance with the Gas Safety (Installation 
and Use) Regulations 1988, a Gas Safe registered engineer will check all 
the gas appliances, installations, flues and pipe-work and will issue a 
certificate. The GSC is carried out annually and a copy will be provided to 
you by your Landlord within 28 days of the certificate being carried out. 
 
EPC (Energy Performance Certificate): From 1st October 2008, a 
prospective Tenant of a residential property must be provided with an 
Energy Performance Certificate (EPC) free of charge. EPC’s must be 
provided by accredited energy inspectors and last for 10 years. 
 
Utilities: Once you have moved in you will need to contact all the utility 
suppliers to set up your bills, i.e. gas, electricity, water, internet, council tax, 
and arrange for these accounts to be transferred into your name. 
 
Insurance: You will be responsible for insuring your personal possessions as 
these won’t be covered under the landlords insurance. 
 
Management of the property: We will provide you with the contact details 
of the person or company who is managing the property, if it is not the 
landlord. They will be your main point of contact throughout the duration 
of the tenancy. 
 
7. From then on… 
 
You want to get along with your landlord and the best way to start a 
good relationship is to pay your rent on time every month. Set up direct 
debits/standing orders so you don’t forget.  Keep the property in a clean 
and tidy order and let the landlord know immediately if there are any 
problems. 
 
 
 

 
 	
 


