
 

Find our properties listed on: www.rightmove.co.uk 
 www.findaproperty.com 
 www.globrix.com 
 

At Robert Williams Ltd, we strive to provide the very best in independent letting agency, linked with 
the massive marketing support that the TEAM group can offer which, when combined with excellent 

internet newspaper and magazine advertising, provides one of the best marketing and service 
packages available to  landlords today. 

01392 204800
sales@robertwilliams.co.uk    

lettings@robertwilliams.co.uk
 



 

 

Robert Williams Ltd Lettings Services 
 

Let Only Service 
 
This service is usually preferred by Landlords who have 
experience of managing a tenancy and understand their legal 
responsibilities, but prefer professional advertising, marketing 
details and setting up.  Our ‘Let only’ service includes: 
 
Letting advice 
 

·  Current letting valuation and letting potential 
·  General guidance on improvements/repairs that may 

increase rental value 
·  General guidance on pitfalls and regulations 

 
Marketing the property 
 

·  Preparation of lettings particulars, to include property 
details, photographs and Energy Performance 
Graphs.  Please note that there is an additional 
charge for the third party preparation of an Energy 
Performance Certificate, which is now a mandatory 
requirement (see charges for details) 

·  General marketing of the property, using methods 
such as our active applicant register, use of a lettings 
board, newspaper and internet advertising. All 
advertising costs are included in the set-up fee 

·  Arrange viewings and accompany them, if required 
 
Agreeing the let 
 

·  Discuss the suitability of a prospective tenant with 
landlord prior to acceptance 

·  Undertake an electronic credit/identification check on 
prospective tenant(s) and request a combination of
financial, personal, previous landlord and/or 
employers’ references. 

 
Tenancy agreement and signing 
 

·  Prepare an Assured Shorthold Tenancy Agreement 
·  Arrange for payment of the deposit and first months 

rent 
·  Facilitate the setting up of a standing order to the 

landlord for future rent payments 
·  Issue tenants with keys to the property upon signing 

the tenancy agreement 
·  Please note that it is the landlord’s responsibility to 

notify utility companies and service providers of 
change of occupier and provide meter readings 

·  Complete agreements and forward copy to tenant.   

 
Statement of account and deposit 
 

·  Provide owner with copy agreement, statement of 
account, deposit and first months rent less fees.
Please note that in the instance of a Let Only, the 
owner/landlord has a legal obligation to protect the 
tenant’s deposit, in case of a dispute at the end of the 
tenancy. Robert Williams Ltd can register the deposit 
with a certified scheme (The Dispute Service) and 
hold it in a client’s account (no interest payable). This
service incurs an additional charge of £50. 

·  Agreement for returning the deposit at the end of the 
tenancy shall be directly between the Landlord and 
tenant, after which it will be returned by us upon 
written authority of both parties, or any disputed 
amount forwarded to the Tenancy Deposit Scheme, 
to be held until arbitration. It is the Landlord’s 
responsibility to provide all necessary documents to 
the TDS scheme. 

 
End of tenancy/renewals 
 

·  Responsibility for the serving of notice at the end of 
the tenancy will lie with the landlord. Robert Williams 
Ltd can provide the necessary documents for a fee of 
£50 

·  If the Landlord wishes to offer the tenant a new 
contract, Robert Williams Ltd can provide a new AST 
agreement for a fee of £50 

 

 
Full Lettings Management 
 
This service will suit Landlords who prefer a third party to deal 
with both the actual letting and management of the property 
during the tenancy.  In addition to all of the basic tenant
finding services provided within ‘Let Only’, our ‘Full Lettings 
Management’ service includes: 
 
Schedule of condition / check in report 
 

·  The preparation of a ‘schedule of condition’, to 
include a general description of the condition of the 
property along with colour digital photos, if applicable.  
Meter readings will be taken and stopcock/contact 
breaker positions noted.  This report will be signed by 
the ingoing tenant and form the basis of an agreed 
statement of condition for the property that will be 
checked upon the tenants exit (and can be used, if 
necessary, in any dispute).  If a property is rented 
furnished, we will arrange an independent and 
detailed inventory undertaken by a professional third 
party at an extra charge. We do not inspect the attic 

 
 

 

 

 



 

 

or cellar spaces of any property; these areas should 
be monitored be the landlord. 

 
Collection of rent 
 

·  Rents, which are generally paid per calendar month 
in advance, will be collected and paid into the Robert 
Williams Ltd Client’s Account and paid out on an 
agreed timescale less fees and any expenditure on 
the landlord’s property.  Robert Williams will collect all 
rent payments on behalf of the Landlord. The fully 
managed service includes six months free rent 
guarantee insurance which can be renewed on a six 
monthly basis for £60. 
 

·  Robert Williams take all necessary action to ensure 
rent payments are made on time.  Landlords will be 
notified if rent payment is over 10 working days late. 

 
Payment of outgoings 
 

·  If so required, and instructed, all the outgoings to 
include ground rent, rent charges, service charges, 
maintenance and repair costs will be paid directly 
from the rental income received, via the Robert 
Williams Client’s Account. 

 
Maintenance during the tenancy 
 

·  During the tenancy Robert Williams Ltd  reserve the 
right to instruct contractors to undertake any 
necessary repairs or maintenance to the property to 
the value of £200 per month, without gaining prior 
authorisation from the landlord (though if it is 
possible/practical, they will be contacted first).  In an 
emergency however, whilst we will act as soon as we 
have knowledge of a problem and endeavour to keep 
cost to a minimum, this unauthorised expenditure will 
be deemed limitless to ensure a minimum of damage 
to the property.  Robert Williams Ltd reserves the 
right to recover any monies expended in such 
circumstances from the rent, or landlord if rent funds 
are not sufficient. 

 
Deposits 
 

·  Any deposit monies taken from tenants will be held 
by Robert Williams Ltd in the Robert Williams Client’s 
Account as ‘stakeholder’.  No interest shall be 
payable to the landlord or tenant. 

 
 
 
 

 
 
 
 
Statements of account 
 

·  All clients will receive either monthly or quarterly 
(depending on their choice) showing : 

1. All rents received 
2. Outgoings paid 
3. Robert Williams’ agreed management 

charge 
 
Property visits 
 

·  An inspection of the property will take place midway 
through the first term and six monthly thereafter, to 
ensure that the tenants are complying with the terms 
of the lease and that the condition of the property is 
acceptable.  Landlords will be notified if an inspection 
proves unsatisfactory. 

 
End of tenancy/renewals 
 

·  Robert Williams Ltd will contact both the landlord and 
tenant in good time prior to the end of the initial fixed 
term, to find out how they wish to proceed (i.e. 
undertaking another fixed term, letting the tenancy fall 
into a periodic tenancy or the serving of a section 21 
notice to quit).  No charge will be made to the 
landlord in any of the aforementioned instances, 
however Robert Williams Ltd does reserve the right to 
charge the tenant a fee if they require a new fixed 
term agreement to be drawn up, signed and 
witnessed. 

 
Return of deposit 
 

·  Once the property has been checked against the 
schedule of condition that was prepared at the onset 
of the tenancy and it has been agreed with the 
landlord, the deposit monies held will be returned to 
the tenant, unless the condition of the property does 
not meet the standard at which it was, at the start of 
the tenancy.  In this instance Robert Williams Ltd will 
liase with the landlord to discuss and agree the cost 
of rectification and endeavour to negotiate with the 
tenant in order to withhold some, or all, of the deposit 
held.  If negotiations are unsuccessful the case will 
be passed directly to the Tenancy Deposit Scheme 
who will arbitrate. 

 
 

 

 
 

 

 



 

 

 
 
 
 
 

 
 
 

Schedule of charges (all charges are subject to VAT) 
 
Fees with regard to the letting itself 
 

1) Let only service – The letting fee shall be equivalent to half of the first month’s rent plus VAT. 
 

2) Full management – An initial tenant find and set-up fee for new Landlords of £199, including free Energy 
Performance Certification and six months free rent guarantee insurance.  The management fee shall then be 10% 
of the monthly rent, the Landlord can choose to be paid monthly or quarterly. 

 
3) Advertising – Is included in the set-up fee for both Let Only and Managed services. 

 
Additional Services  (please read, as some are mandatory requirements and will be charged for) 
 

1) Schedule of condition – The preparation of a written schedule of condition, to include digital photographs, is 
included within the full management service.  If a Schedule of condition is required when we are instructed on a ‘Let 
only’ basis, it will be subject to an additional charge of £100 

 
2) Full inventory – We would strongly recommend a full inventory that is undertaken by a third party, if you are looking 

to rent your property fully furnished, as we believe that an impartial and detailed view of the condition of fixtures 
and fittings would be helpful in the case of a dispute.  Cost of the full inventory service starts at approximately £100 
for a 2 bedroom property and raises £30 per extra bedroom.  If this service is required, it will be quoted on an 
individual basis. 

 
3) Renewal of lease – The landlord will not be liable for any renewal fee if the lease is to be renewed by the existing 

tenant.  Robert Williams Ltd does however, charge £100 to the tenant for the drawing up, signing and witnessing of 
a new tenancy agreement. 

 
4) Service of Section 21 (notice to quit) – The serving of notice is included within the full management service.  Under 

a ‘let only’ service, if the landlord wishes for Robert Williams Ltd to serve the notice, there will be a charge of £50. 
 

5) Rental Guarantee and insurances – Robert Williams Ltd offer six months free rent guarantee insurance for all new 
managed service Landlords. Landlords using the let-only service can purchase rent guarantee insurance at extra 
cost. These products can be very useful if the rental income needs to be consistent to cover mortgage payments 
etc. 

 
6) Key cutting – Where keys need to be cut, there will be a charge of £5 per key. 

 
7) Energy Performance Certificate – EPCs are now mandatory for all residential lettings.  Robert Williams Ltd will 

arrange for a report to be undertaken on your property through a third party, this cost will be included in the set-up 
fee for managed properties and at an additional charge of £100 with the let-only service.  Please note that the 
report lasts 10 years.  If you already have an EPC for your property we can use this. 

 
8) Gas/Oil and electrical safety checks will be offered via trusted contractors and will be priced individually upon 

request.  Please note that a Gas Safety Certificate is a mandatory requirement and must be undertaken every 12 
months.  

 
9) If your property does not have them, we strongly recommend linked, mains operated smoke / heat detectors to the 

correct British Standard.  As a minimum standard we will accept fully operational battery operated units at the 
landlord’s risk.  Quotes for detector installation can be provided by a trusted contractor, if required. 

 

 

 

 

 



 

 

 
 
 
 
 
 
 TERMS OF ENGAGEMENT  

 
Property:                  ………………………………………………………………………………………… 
 
Client:                  ………………………………………………………………………………………… 
 
Type of service     Fully Managed /    Let only 
 
Frequency of payment and charge   Quarterly / Monthly     ...………………….……… 
 
Additional costs  (see schedule of fees for individual prices) …………………………………………………  
       

              ………………………………………………… 
 
Initial term of let 6 months    /    12 Months 
 
Notes:  
 

·  Robert Williams Ltd, its employees and representatives may be noted throughout this document as ‘Robert Williams Ltd’, 
‘Robert Williams’ or ‘we’. 

·  The owner or landlord of the property to be rented may be noted throughout this document as the ‘client’, ‘landlord’ or 
‘you’. 

·  Emma Ware, a Robert Williams Ltd employee, is a director of EPEC, one of our electrical contractors.  
·  Robert Williams Ltd reserves the right to earn a fee from any service or additional service it provides to the landlord or 

tenant. 
·  Robert Williams Ltd reserved the right to charge commission of 1.5% on the sale of the property to tenants introduced by 

Robert Williams. 
·  Upon instruction of our property management service, Robert Williams Ltd reserves the right to charge commission for 

the full contracted period, regardless of disinstruction from managing the property. 
·  If at any time we are asked to provide any information or documentation on a client’s property in audio, Braille or large 

type format, we are obliged to do this by law under the Disability Discrimination Act and reserve the right to pass any 
translation/conversion charge to the client. 

 
1. All property details are only a general outline for prospective tenants and do not constitute any part of the contract or 

tenancy. 
2. All description, reference to condition and permission for use and occupation are given in good faith and believed to be 

correct, but should be checked by the landlord. 
3. Robert Williams Ltd or their representatives will not be liable for any omission not amounting to misconduct and do not 

accept any responsibility for any loss or damage to person or property connected to any of their letting or fully managed 
properties. 

4. Robert Williams will when necessary, and at its discretion, take such action and decisions on behalf of the landlord 
regarding properties, agreements and tenants, if contact with the landlord cannot be made immediately.  Robert Williams 
Ltd will not be held responsible for action taken as considered necessary and costs involved will be charged accordingly. 

5. Robert Williams Ltd will not be responsible for landlord or tenant debts. 
6. Two months notice will be required for the termination of a management agreement and will apply to either party.  Any 

costs incurred by Robert Williams Ltd up to the time of the cessation of any agreement will be charged to the landlord. 
7. Robert Williams Ltd will not be responsible for any costs involved with regaining possession of a client’s property.  Note : 

This is a complex area and should be referred to a specialised legal advisor as soon as possible.   
8. Client’s money will be held in our bank client’s account, which is interest bearing in our favour. 
 

Client(s) declaration and signature     

I/We acknowledge and agree to the foregoing terms and notes, have read the attached document and understand the services 
that will be provided by Robert Williams Ltd.  In addition, I/We confirm that I/We have the authority to undertake such agreement, 
accept the schedule of payments noted in this document, am/are (a) UK resident(s) and am/are entitled to receive the full rental 
payment (less fees and expenditure). I/We give Robert Williams Ltd permission to sign tenancy related documents on my/our 
behalf 

 
 
……. ………………………………   Date ……………………………………… 
 
 
……. ………………………………   Date ……………………………………… 
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 Why instruct Robert Williams Ltd as your letting agent ? 
 
Robert is a member of the Royal Institute of Chartered Surveyors and is governed by their strict rules and regulations, 
so is able to provide a service of the highest standard and integrity.  He has been letting properties for corporate 
clients of all sizes and private landlords for over 20 years.  Through these good and bad times, we have gained a 
tremendous wealth of experience that allows us to deal with any situations that may arise with professionalism, speed 
and common sense.   
 
Robert Williams Ltd offers the following services : 
 

·  Comprehensive advice on current rental values 
·  Extensive local and regional advertising 
·  Worldwide exposure with several excellent web sites 
·  E-mail and text service to registered applicants 
·  Viewings / appointments undertaken by experienced staff 
·  Full tenant selection and extensive referencing undertaken 
·  Preparation of tenancy agreements and inventories 
·  Statutory tenant notices prepared and served 
·  Tailored tenant finding only or full management 
·  Free advice for ‘Buy to let’ clients 
·  Tenancy deposit protection via The Tenancy deposit Scheme 
·  Preparation of Energy Performance Certificates 
·  Organise remedial works and checks using a trusted, reliable and reasonably priced network of local 

contractors. 
 
Robert Williams Ltd can also offer help and advice in preparing you property for letting 
 
Despite the very carefree nature many people adopt where lettings are concern, it is very important that your property 
is presented in as good a condition as possible (including gardens and outside areas), as any future tenant is more 
likely to respect it and leave it in the condition that it was found. 
 
We have contact with a large number of local contractors throughout Devon, who can help in the preparation of your 
rental property, undertaking important and sometimes mandatory work.  Many of the most important considerations, 
for example, are listed below : 
 

·  Gas / oil heating, supplies and appliances must be checked annually by law 
·  You have a duty of care to ensure that all electrical systems/appliances are safe and we would thoroughly 

recommend a periodic safety inspection by an NICEIC qualified electrician to ensure this 
·  We strongly recommend fitment of mains smoke alarms/heat detectors to the current British Standard, but if 

battery powered units are provided, they must be in working order 
·  It is now a legal requirement for all rental properties to have Energy Performance Certificates, which can be 

arranged by Robert Williams Ltd through a third party (see schedule inside for costings) 
·  Chimney must be swept 
·  Gardens tidied if possible/applicable 
·  Septic tanks emptied if applicable 

 
Although this list seems extensive, we can make arrangements for the work to be undertaken using our approved 
contractors, who should be able to save you money and, most importantly, help protect you from any future litigation 
due to ‘due diligence’ 
 
Please see inside for our full service options and feel very welcome to call or email us if you have any specific queries 
or would like to arrange for a lettings valuation and appraisal. 


