Schedule of documents:-

To confirm the following documents have been served on you: (tick where appropriate)
· Inventory & Schedule of Conditions

dated___________________________
· Energy Performance Certificate (EPC)

dated___________________________

· Gas Safety Certificate (CP12)


dated___________________________

· How to Rent Guide



issue date _______________________
· Electrical Installation Condition Report (EICR)
dated___________________________
· Privacy statement 





· Other (please specify)  ___________________________________________________________


· Tenancy Deposit Scheme details

dated___________________________

Signed by the Lead Tenant on behalf of all Tenants:

I acknowledge receipt of these attachments and that they were served before occupation of the property:-

Signed:    ____________________________________           dated ____________________
 Print name ____________________________________           

Privacy Statement

This notice sets out how we hold and process information we hold about you. We process personal information about our tenants and possible new tenants so we can provide residential accommodation. This includes:

· when processing applications for tenancies:-

· checking the suitability for a tenancy, which might include credit; immigration and other checks;

· taking personal details such as personal; employment; previous tenancy; education and financial details, and such details as we believe necessary to collect.

· By law, we have to carry out immigration checks on new tenants and residents. We have to keep copies of the documents we inspect as part of these checks. 

· During the let:-

· administering the tenancy deposit (if taken);

· collecting rent;

· maintaining our records and accounts;

· managing the property.

· After the let:-

· supplying references;

· debt chasing.

We may keep this information on computer.

Data protection:-

Sharing information with others.   

We may need to share personal information we process with others. If we have to do this, we will keep to data-protection legislation. Depending on the circumstances, we may share information with:

· other landlords;

· employers;

· educational institutions, universities and colleges;

· suppliers (including gas, electricity and water companies) and service providers;

· financial organisations (including banks);

· credit- and tenant-reference agencies;

· tenancy deposit schemes;

· debt-collection and tracing agencies; 

· public and government bodies (including those who deal with benefits and council tax); 
· HMRC Inspectors;
· contractors and repairers; 

· letting and managing agents; and 

· any future owner of the property. 

This does not mean that we necessarily share information with all of the above but we may do so if we need to. 

Council tax and utilities and services

We share information with all Service Providers; Utility Companies; Local Authority to ensure that council tax and utility and service bills (including water charges) are correctly collected

Why we use your personal information

We may use the personal information you give us in a number of ways, for example to decide whether to let the property to you; to prevent fraud, for accounting and auditing purposes, for managing property or for debt collection.

Right to gather information

You have the right to ask for a copy of the information that we hold about you. We may make a small charge for this service. We want to make sure that your personal information is accurate and up to date. You may ask us to correct or remove information if this is not accurate. To ask for this information, please write to us or email us.

If the deposit is only taken at the time of signing this agreement the Prescribed Information will be sent to the tenant within 30 days of receiving it.





The Tenant indemnifies the Landlord that the Tenant is the only Interested Party for Deposit Regulation purposes.
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