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Sole Agency Agreement 
 

 

I/We hereby grant Balfours LLP Sole Letting Rights to undertake the duties of Letting Agent 
for the purpose of arranging a Tenancy in respect of: 

 

 

Property Address : …………………………………………………………………………………………………………… 

 

  
Unmanaged Service 
 
- Conduct a free market appraisal & advise concerning legal & 

practical aspects of letting 

- Advertise the property on our Rental List, web sites and in the local 

newspapers 

- Arrange viewings & attend if specifically requested 

- Take up references & credit checks using a one stop credit 

referencing agency 

- Prepare the Tenancy Agreement 

- Collect the first month’s rent & surety deposit 

- Protect the deposit with the Tenancy Deposit Scheme 

- Arrange standing order where possible and necessary for monthly 

rental thereafter to your designated account 
 

Tick if 
this 
additional 
service is 
required 
 

 
Managed Service – In addition to the above we will also: 
 

- Notify utility providers (mains gas, electricity, water company & 

council) of the new tenancy details & meter readings where 

applicable 

- Collect the rent and forward to you with a monthly statement 

- Conduct regular inspections with a copy of each report being 

forwarded to the landlord & tenant 

- Arrange for the annual servicing of gas appliances/installations if 

required 

- Deal with repairs on a day-to-day level 

- Advise on & carry out rent reviews where applicable 

- Arrange for the payment of contractors invoice from the rental 

income 

- Serve statutory notices at the end of the tenancy if applicable 

- -    Carry out a Check Out & handle deposit negotiations if necessary 
 

Tick if 
this 
additional 
service is 
required 
 

 

 

Managed Plus Service – In addition to the above we can also offer:  
 
- Guaranteed rental payments for the duration of the tenancy  

- Upgraded referencing to include bank data checks & fraud checks 

- Quicker than average vacant possession (if required)  

- Legal expenses of up to £50,000 

- A comprehensive written inventory with supporting photographs 
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Tenancy Term  
The Tenancy will be for a minimum period of 12 months at a calendar monthly target rent of 

£……….. per calendar month, in accordance with the Housing Act 1988. The Tenant shall be 

responsible for the utility bills at the property.  

 

Fees and Commissions 
I/We agree to pay Balfours LLP an arrangement fee of 120% of the monthly rental price 
including VAT (1 months’ rent + VAT) for arranging the tenancy.  

 
Management Service 
I/We also agree that I/we wish to have the property managed by Balfours LLP and agree to 
pay them a management fee of 15% (12.5% + VAT) of the calendar monthly rent for full 
management. I understand that Balfours LLP will forward the net balance of rental income as 
soon as possible once the payment is received by them. 

 

Management Plus Service  
I/We agree that I/we wish to have the property managed by Balfours LLP and agree to pay 
them a management fee of 21% (17.5% + VAT) of the calendar monthly rent for full 

management, upgraded referencing and rent guarantees as listed above. I understand that 

Balfours LLP will forwards the net balance of rental income as soon as possible once the 
payment is received by them.  

 

Welsh or Overseas Landlords 
If resident outside the UK or a Welsh landlord, I understand the management fee is 18% (15% 
plus VAT). I understand that Balfours LLP will forward the net balance of rental income as 
soon as possible once the payment is received by them. 

 
Payments I/We authorise payments to be made directly into the account details shown below. 
I/We acknowledge that this payment method is to be set up by Balfours LLP at no expense to 
myself/ourselves.  

 

Bank/Building Society Name: 

 

 

Bank Address: 

 

 

Account 

Name: 

 

 

 

 

Account 

No: 

         

Postcode: 

 

 

Sort 

Code: 
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Terms & Conditions 
 
1) Fees & Commissions  
Fees are due and payable immediately on a tenant entering into a tenancy agreement with the 

Landlord. It is agreed that Balfours LLP will deduct such fees due from rent monies collected. 
In the event of a local authority demanding repayment of housing benefit, whether in part or 

in full from Balfours LLP and where the funds have been passed to the Landlord, then I/we 
acknowledge that I/we (the Landlord) shall be responsible for refunding all monies to the 

agent immediately and without deductions. 

 

Should the property be let at any time whether during our Sole Agency period or not, to a 

person that Balfours LLP have introduced or had discussions with about the property than our 
full letting fee and/or commission will become payable immediately. 

 

On occasion it may be necessary to take a holding fee from the tenant which will be equivalent 

to one weeks rent and will be in accordance with the Tenant Fees Act 2019. If the tenancy 

does not go ahead and we are in a position where the applicant is not entitled to have the 

holding fee returned to them, Balfours LLP retain the right to keep the holding fee to cover 

time spent processing and negotiating the application and drawing up the paperwork. 

 

Should the property at any time be sold to the Tenant/s introduced by Balfours LLP then 
Balfours LLP will be entitled to an Introduction Fee at the rate of 1.20% of the sale price 
including VAT, payable by the Landlord or the owner of the Property. 

 

During any situation where Balfours LLP have introduced a Tenant/purchaser or where any 
person/persons have been introduced during our term of engagement then Balfours LLP will 
be entitled to charge their full commission/fee as outlined above. 

 

In the event that this agreement is cancelled by the Landlord a withdrawal charge of £100.00 

including VAT together with newspaper advertising expenses, To Let board charges, 

travelling, postage, telephone calls etc will be payable and due immediately upon an adequate 

notice of 14 days being received by Balfours LLP.  
 

If this agreement is cancelled during the period of a managed tenancy a charge of £100 (inc 

VAT) plus the management fees that would have become due to the end of the initial fixed 

tenancy term. This is to cover the costs associated with advising the tenant on the change and 

position of the security deposit, transferring the security deposit to the landlord or new agent, 

notifying all utility providers and local authority (where necessary) & returning all relevant 

documents held by the agent to the landlord. If you wish to end this agreement after the fixed 

term then a period of 1 months notice will be required to run in line with tenancy agreement 

dates. Please note this does not apply to properties let on an unmanaged basis.  
 

2) Sole Agency/Sole Letting Rights  
Balfours LLP will be the sole Letting Agents from the date of this Agreement for a period of 12 
weeks and thereafter until terminated in writing, by either party, giving 14 days notice. Should 

the property be let during our sole agency period, all fees will be payable to Balfours LLP 
irrespective of the introducer. During the period of Sole Agency the Landlord will not instruct 

any other agent to let the property. 

 

I/We confirm that no introduction of a prospective Tenant has already been made. The right 

is specifically reserved to terminate this agreement at any time if the terms and conditions are 
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unacceptably changed by the Landlord or become unacceptable to Balfours LLP. In these 
circumstances, the cancellation fee, as outlined overleaf, would then become payable. 

  
3) Insurance  
The Landlord is hereby advised to ensure that there is insurance cover in force in respect of 

buildings, and contents if applicable, and that the insurer is aware that the property is available 

for letting. The insurance company must also be notified of the date of occupancy. In addition, 

if the tenant is claiming housing benefit then the Landlord is responsible for making the insurer 

aware of this fact. 

 
4) Property Maintenance 
I/We authorise Balfours LLP to arrange for any works/repairs that Balfours LLP consider to 
be of an urgent nature (to an amount equivalent to one months rent). I/we also agree to the 

invoices in relation to such work being deducted from the rent monies collected. Where no 

such funds are held by Balfours LLP, I/we hereby agree to pay any invoices within seven days. 
Balfours LLP agree to seek prior authorisation, wherever practical, however please note that 
if the repairs are of an urgent nature, this is not always possible. The Landlord hereby 

acknowledges that Balfours LLP is unable to arrange for any works/repairs or regular 
inspections to be carried out in empty & unoccupied properties available for letting, without 

prior arrangement with the landlord. Any works/repairs or inspections carried out at 

unoccupied properties will be subject to further charges. 
 
5) Residence/Domicile  
In the event that the Landlord takes up residence outside the United Kingdom, then, in 

accordance with the Finance Act 1995, a deduction in respect of Income Tax will be made until 
a valid exemption certificate (Non-Resident Landlord Certificate) is obtained from the Inland 

Revenue and provided to Balfours LLP.  Please note that it can take 4-6 weeks to obtain 
approval from the tax office once you have submitted the necessary forms. This requirement 

will also apply to all persons registered to a BFPO address. 

 
6) Mortgage 
I/We (the Landlord(s)), hereby certify that should this property be the subject of a mortgage 

agreement, prior permission has been sought and obtained from the mortgage lender. 

 

7) Inventory/Schedule of Condition  
We strongly recommend that all properties have a professional Inventory/Schedule of 

Condition prepared prior to the tenancy commencing. Please note that if a dispute arises the 

Courts and the Tenancy Deposit Scheme will automatically favour the tenant if the Landlord 

does not have a detailed Inventory/Schedule of Condition accompanied by photographs.  This 

will also save time and money at the end of the tenancy for all parties concerned. This service 

is included in the ‘Managed Plus’ service or for the other services we can arrange this service 

for you with a third party inventory clerk at a cost in the region of 10% of the monthly rent. 

Please note that as this is an external contractor we cannot guarantee their charges. PLEASE 

NOTE that we do not check attic spaces or locked rooms/sheds etc. 
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8) Bank Details  
a) Client’s money is held with Lloyds Bank Plc, the sort code of the bank is 30-97-

62, the account number is 02556730 

b) Deposit money is held with Barclays Bank Plc, the sort code of the bank is 20-
77-85, the account number is 10607754 

9) Requirements  
a)  Gas Safety (Installation & Use) Regulations I/We accept that gas appliances 
and installations must be checked by law and found to be safe by a Gas Safe 

registered engineer on an annual basis. I/We undertake to ensure that the 

above mentioned property is inspected in accordance with the aforementioned 

regulations annually. 

b)  Electrical Equipment (Safety) Regulations I/We hereby certify that the wiring 
at the property in both fixed electrical equipment and the building itself meets 

all electrical and fire safety regulations. I/We acknowledge that portable 

appliances must be checked on an annual basis and agree to ensure a suitably 

qualified contractor is instructed to do so annually. Before a formal tenancy can 

be signed, a certificate should be issued by a qualified contractor. 

c)  Smoke Alarms/Carbon Monoxide Alarms  I/We hereby acknowledge that 
I/We are responsible for ensuring that these are fully functional and fitted with 

new batteries (unless hard-wired) before a new tenant moves into the above 

mentioned property. 

d)  Furniture and Furnishings (Fire) (Safety) Regulations  All soft furnishings in 
furnished or partially furnished properties must comply with fire resistance 

requirements that came into force in 1988. I/We confirm that in relation to the 

above mentioned property no furniture exists which in any way contravenes 

these regulations. 

e)  Energy Performance Certificates From the 1st October 2008 it is mandatory 
for properties to have an EPC. From April 2018 the EPC must be rated E or 

above or have the relevant exemptions. The EPC will be valid for 10 years and 

so can be used in subsequent lets within that timescale. We are unable to 

market your property until we are in receipt of a copy.  

f)  Legionnaire’s Disease All residential properties are a potential source for 
Legionella bacteria growth. The main areas of risk are where this can multiply 

and increase to dangerous levels and then spread e.g. vapours from showers 

and taps, or dishwasher and washing machine pipes. Conditions ripe for 

colonisation are where water stagnates and where there is sludge, rust and 

scale present. You are therefore required to have a Legionella Risk Assessment 

carried out and we will make the tenants aware of the potential risks.  

 

10) Complaints Procedure & Property Ombudsman 
Balfours LLP operates a client’s complaint procedure, details of which can be provided on 
request. Balfours LLP are also members of The Property Ombudsman. 
 
11) Green Deal  
I/We confirm that there is no existence of a Green Deal at the Property.  
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12) Data Protection  
I/We hereby acknowledge(s) and agree(s) to Balfours LLP storing information relating to both 
the property and the landlord for the purposes of servicing you as a Landlord. I understand 

that for the purposes of this arrangement my data will be held on a secure data platform as 

well as hard copies in the office, but unless I consent I will not be sent unsolicited marketing 

material.  

 

13) Marketing  
The Landlord agrees to details of the property being advertised in newspapers and magazines 

and online, to include but is not restricted to, Rightmove, Onthemarket.com, Balfours website 

and on social media to include, but is not restricted to, Linkedin and Instagram. The landlord is 

aware that whilst we may initially share the content online and on social media, Balfours LLP 
have no control over who else may share or comment on the post.  
 
14) Definition Landlord  
The person who, by signature hereunder, instructs Balfours LLP to act as Sole Letting Agent 
and thereby has the authorisation to do so, agrees to be bound by this agreement whether in 

the capacity of owner or duly authorised person. 

 

15) Anti-Money Laundering 
In order to comply with Anti-Money Laundering regulations we are legally required to take ID 

for ALL landlords. Please return a copy of your passport(s) to us with this document.  

 

16) Deposits  
Deposits taken from tenants are held by Balfours LLP as stakeholder under the Tenancy 
Deposit Scheme and under the Tenant Fees Act 2019 can be no more than the equivalent of 5 

weeks rent, calculated using the following formula: 1 month rent x 12 / 52 x 5. Deductions can 

only be made from this deposit at the end of the tenancy once a claim against it has been 

substantiated and where appropriate, valid receipts or quotes have been obtained. Disputes 

arising as a result of a claim against deposit money held are subject to the arbitration as 

outlined in the TDS rules. Balfours LLP will recover TDS charges for entering the scheme at 
£36.00 in respect of each deposit held. Balfours will also retain any interest earned on the 

deposit to cover administration charges. These fees do not cover the costs incurred in 

submitting or defending a claim under the TDS scheme which will be charged in addition (for 

unmanaged tenancies) and cannot be recovered from the deposit. 
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Service Levels 
 

Advertising - £450 + VAT  
 
- Market appraisal  

- Provide guidance on compliance with statutory provisions & letting consents 

- Arrange EPC  

- Advise on EPC improvements where applicable  

- Visit to the property to ensure it complies with the Fit for Human Habitation Act 

- To Let board 

- Advertise the property in branch, online & in local newspapers (to include property 

portals & social media)  

- Arrange viewings & attend if specifically requested 

- Provide feedback from viewings  

 
Letting Fee – 1 month rent + VAT 
 
In addition to the above:  

- Basic referencing (landlord, employment and credit checks)  

- Carry out Right to Rent checks 

- Negotiate terms of the Tenancy Agreement 

- Prepare the Tenancy Agreement 

- Provide tenant with the required prescribed information & documents 

- Collect the 1st months rent & deposit  

- Hold & protect the deposit with TDS 

- Arrange standing order mandate where possible for future rental payments  

- Arrange for inventory to be carried out (if required)  

 

Managed – 12.5% of the monthly rent + VAT + Letting Fee 
 
In addition to the above:  

- Notify utility providers of new tenancy details & meter readings 

- Arrange for annual servicing gas appliances/installations if required 

- Conduct regular inspections with a copy of each report sent to tenant & landlord  

- Arrange necessary maintenance works with approved contractors 

- Arrange payment of contractors from rental income 

- Check that the property remains Fit for Human Habitation 

- Advise & carry out rent reviews where applicable 

- Rent collection from the tenants 

- Monthly income & expenditure statement  

- Ongoing management of the tenancy  

- Serve Statutory notices at the end of the tenancy where applicable 

- Carry out check out inspection  

- Negotiate deposit return  

- Compile evidence for deposit dispute if necessary  
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Managed Plus – 17.5% of the monthly rent + VAT + Letting Fee 
 
In addition to the above:  

- Rent guaranteed every month for the duration of the tenancy  

- Bank data check – salary, rent , additional income  

- CIFAS (Credit Industry Fraud Avoidance System) check  

- Homelets Default database to check for previous defaults  

- £50,000 legal and eviction cover 

- Eviction time 122 days average compared to 320 national average 

 

Additional Services:  
 

- Renewal Tenancy Agreement £200 (inc VAT) 

- New Tenancy Agreement £300 (inc VAT) 

- Inspections between tenancies £120 (inc VAT) + mileage 

- Right to Rent follow up checks - £90 (inc VAT)  

 

These services are included in the management & management plus services:  
 
- Inspections £90 (inc VAT) 

- Rent Review £120 (inc VAT) 

- Service of Notice £120 (inc VAT) 

- Deposit protection fee & Prescribed Information £36 (inc VAT)  

- Compiling Evidence for deposit dispute £90 (inc VAT) per hour  

- Check out fee £120 (inc VAT) + mileage  

 

This service is only included in the management plus service:  
 
Inventory – approx. cost of 10% of 1months rent (provided by third party inventory clerk so 

actual fee cost may vary)  

 
 

All charges are inclusive of VAT (unless mentioned separately) & may be subject to 

change. Mileage is charged at 55p per mile from Balfours Office at New Windsor House.  

 

Balfours LLP reserves the right to negotiate individual fee arrangements with individual 
clients where we manage multiple property portfolios.  

 

Client money protection provided by RICS. Independent redress provided by The 

Property Ombudsman. 
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General Data Protection Regulations Consent Form 
 
 

Name: 
 
 

 

 

 

 

Contact Number:  

 

 

 

Address: 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 
 
I would like to receive marketing emails from Balfours  LLP     

 

 

I would like to receive the Balfours LLP bi-annual newsletter  

 

 

I would like to receive other targeted mailings from Balfours LLP 
 

 

Signature: 
 
 

Name: Date: 

Verbal Consent taken by: 
 

Signature: 
 

 

 

 

Name: 
 

 

 

 

Date: 
 

 

 

 

You may withdraw your consent at any time by emailing lettings@balfours.co.uk or in 

writing to Balfours LLP, New Windsor House, Oxon Business Park, Shrewsbury, SY3 5HJ 
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Consumer Contracts Regulations 2013 
 

 

I/we confirm that I/we have read this page & Balfours LLP Sole Agency Agreement & 
agree that together they form the basis upon which you will act for me.  

 

Following the implementation of the Consumer Contracts Regulations 2013 to enable 

us to start work on this matter you are required to sign the following: 

 

I/we authorise Balfours LLP to commence work on this matter before the end of any 
cancellation period to which I am/we are entitled under the Consumer Contracts 

(Information, Cancellation & Additional Charges) Regulations 2013.   

 

I/we understand that I/we can still cancel within the cancellation period but that if I/we 

do so, I/we will be liable to pay Balfours LLP the cancellation fee as stated in the Sole 
Agency Agreement herewith, for the work done until the time when I/we informed 

Balfours LLP of my/our decision to cancel the Agreement. 
 

If all the work is completed before I/we exercise my/our right to cancel, I/we will be 

liable to pay the full cost of the service as stated in the Sole Agency Agreement. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Signature: 

Landlord 

 
Date: 

   

Print Name: 

 

 

 

 

 

Signature: 

Landlord 

 
Date: 

   

Print Name: 
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Signed Declaration 
 

The above mentioned regulations are subject to change and I/We accept responsibility for 

ensuring that any amendments to either existing legislation and/or conditions made 

mandatory by new legislation are fully met. I/We except that Balfours LLP have the right to 

have mandatory work and/or inspections undertaken at the property if I/we fail to comply 

with any act of legislation affecting my property. I/We hereby agree that this does not make 

Balfours LLP responsible for doing the work and agree to meet all costs incurred ensuring the 

tenancy complies with legislation. 

 

- I/We confirm that I/we have read and understood the Terms and Conditions stated 

herein. 

 

- I/We duly name Balfours LLP as Sole Letting Agents 
 

- I/We have read the details of the services on offer and would like to proceed with the 

following level of service (please tick) :  

Advertising only -  £450 (+ VAT)      

Letting (unmanaged) – 1mth + VAT 

Managed – 12.5% + VAT + letting fee   

Managed Plus – 17.5% + VAT + letting fee  

 

Please list any additional services required here: 

…………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………… 

 

 
 

Signature: 

Landlord 

 
Date: 

   

Print Name: 
 

Signature: 

Landlord 

 
Date: 

   

Print Name: 

 

 

 

 

 

 

Signature 

for and on 

behalf of 

Balfours 

LLP 

 

Date: 

   

Print Name: 
 

 

 

 

 


