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Summary of Tenancy 
Process

This is a summary of the tenancy process:

1. Complete the application for tenancy and provide the required ID 
and proof of address

2. The Landlord will be contacted to discuss your application

3. Landlord approves/declines application

4. Upon landlord’s approval to proceed applicant pays the Holding 
Deposit

5. HRT instruct the referencing company

6. Referencing company contact you to complete the online application

7. On receipt of successful references, you will receive the tenancy to 
read over

8. Tenant signs tenancy and pays the balance of rent and security 
bond 

9. Collection of paperwork and keys 

10. Move in to the property
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Summary of Payments Permitted Payments: 

• Holding deposit (equivalent to 1 weeks rent) 

• Rent

• Security deposit

• Council Tax

• Utilities

• Television license 

• Communication services

Payments in default:

• Providing false/misleading Information in referencing (to cover the 
cost of the referencing) 

• Loss of key(s)

• Rent arrears plus interest

• Early termination of fixed term tenancy 

• Missed appointments

• Emergency/out of hour callouts when no fault found
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What are payments in 
default?

Providing False/Misleading information:

Providing false or misleading information on a tenancy application form can affect 
the landlords decision to let the property to you, and/or should you withdraw from the 
proposed agreement or fail to take all reasonable steps to enter the agreement, and/
or respond to reasonable requests for information required to progress the agreement 
when you or your landlord/agent have taken all reasonable steps.

If this is the case, the landlord/agent retains the right not to refund your holding deposit.

Loss of key(s)/devices

A default fee is also payable for lost keys or other respective security devices limited 
to the actual cost of replacement plus £15.00 including VAT for administration and 
arrangement of the required devices. 

Rent arrears plus interest 

Default interest on rent more than 14 days in arrears will be charged at the rate of 3% 
above Bank of England base rate for each day of arrears until the arrears are cleared. 
The charge must be paid in cleared funds. 

Early Termination of fixed term tenancy

Tenants are liable for all rent expected under a fixed term contract. 

Should the landlord agree to release you from the tenancy, tenants will usually be liable 
to pay the fees for reletting the property. This is currently £180.00 Inc. VAT. 

For the avoidance of doubt this clause shall not take effect where you are operating a 
break clause within your Tenancy Agreement.

Missed contractor callout

Should an appointment be made, and it is subsequently missed, or access is not 
granted, Tenants will be liable for any contractor callout costs. The invoice will be passed 
to you for payment. Should this payment not be made in a reasonable period of time, 
this will be added as a deduction to your security deposit. 

This could affect any references we are asked to provide for you   

Emergency/out of hours callout

Should a tenant call out/request an out of hours/emergency call and no fault is found 
or the fault was caused by the tenant or their guests. This would be classed as a tenant 
liability and you will be liable for all callout costs incurred. 

Should this payment not be made in a reasonable period of time, this will be added as a 
deduction to your security deposit. 

This could affect any references we are asked to provide for you.

Renewal of tenancy Please contact Herbert R Thomas at least 8 weeks before the end of your fixed term 
agreement is due to end if you wish to extend your tenancy. 

Renewals are subject to the landlords approval.



5

Signing of tenancy 
agreement and 
payment of rent

Upon the successful completion of the referencing we will require you to sign the tenancy 
agreement and make payment of your first month’s rent and the security deposit. 

The holding deposit paid will be put towards your first month’s rent and the remaining 
balance will need to be paid and to have cleared in our account before we are able to 
release the keys. 

Thereafter, rent is payable by standing order (unless agreed otherwise) to arrive on 
the due date as stated in the tenancy agreement. The full rent must be paid by a single 
standing order, we are unable to accept multiple standing orders. 

Security Deposit A security deposit must be paid in cleared funds when you sign the tenancy agreement. 
This will usually be the equivalent of one month’s rent plus £100.00. 

Security deposits may vary (i.e. additional funds for pets) but you will be advised of the 
required Seurity Deposit prior to the application being processed. 

When Herbert R Thomas manage the property the security deposit will be held in a 
Client Account as Stakeholder for the duration of the tenancy in accordance with the 
terms of the tenancy agreement and tenancy deposit regulations. When held by Herbert 
R Thomas, we will register the deposit monies with a deposit protection scheme. 

Herbert R Thomas excludes liability in relation to loss caused by the insolvency of a 
financial institution which holds deposits in its contracts with landlords and tenants. 

HRT are RICS registered and moneys are protected. 

All deposit deductions must be agreed in writing by both landlord and tenant upon the 
termination of the tenancy. The tenancy agreement entered into is between the landlord 
and the tenant and therefore, the tenant cannot hold Herbert R Thomas liable for any 
deductions made from the deposit which may fall into dispute. 

Any interest earned on the deposit shall be retained by Herbert R Thomas.

When landlords self-manage the property HRT will transfer the security deposit direct 
to your landlord. Conformation of successful registration is the responsibility of your 
landlord. You should receive this within 30 days from payment of the deposit.

Reposit Reposit is not a deposit. By purchasing a Reposit, you are paying a service charge equal 
to one weeks’ worth of rent to allow you not to pay a deposit and for your Landlord to be 
added to the Reposit Insurance Policy.

A portion of your fee will be used by Reposit as a premium to add your landlord to our 
insurance policy. The Reposit service charge is non-refundable and cannot be off-set 
at end of tenancy. You are not a beneficiary of the policy, and as such have no rights to 
claim or cancel the policy.

As a tenant, you are still fully responsible in keeping the Landlord’s property in a good 
condition and paying rent in a timely manner. If you do not, you will be expected to fully 
reimburse for any fair damage or financial loss the Landlord may experience at end of 
tenancy. If you default on these liabilities this could impact your credit history.

As a tenant, it is always your choice whether you rent a property by using Reposit or 
using a security deposit protected in a deposit scheme.

The initial Reposit service charge is valid for a 12 month period. If you continue your tenancy 
beyond 12 months, you will be charged an additional £30.00 admin charge every 12 months. 
(This is payable to Reposit scheme directly, this is not linked to Herbert R Thomas) 

At end of tenancy, your Landlord may claim on the Reposit. It is your right to either agree or 
dispute their claim and Reposit will act as an impartial mediation platform.

If you decide to dispute a claim, an independent arbiter will assess, and award monies 
based on factual evidence presented both from the Landlord and Tenant. If the arbiter 
rules wholly in favour of the Landlord a £120.00 admin charge will be added to the 
balance you owe.

The Landlord has to give prior consent for a reposit scheme to be considered.
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References HRT will take up references based on the details you have supplied to us on the tenancy 
application form. These references and any forwarding address may be passed to 
the landlord so that they can make a decision on granting a tenancy and/or exercise 
their legal rights to recover from you any unpaid sums or other losses at the end of the 
tenancy. Upon the landlords approval to proceed with your application and receipt of 
your holding deposit, we will instruct “UK TENANT DATA” to begin referencing. They will 
contact you for more information, conduct ID checks and proceed with the relevant 
referencing.

On receipt of the application and the holding deposit your application will be submitted 
to UK Tenant Data, all parties aim to have the contracts signed within 14 DAYS. 
Reasonable extension of this time period for both parties may be requested in writing. 

Inventory & schedule of 
condition/check out

HRT when instructed by the landlord will complete an inventory and schedule of 
condition of the property. We require the inventory to be signed and checked by you 
with any possible amendments and returned within seven days of its receipt.  A check 
out will be completed as close to your vacating date as possible. Should there be any 
deductions to the security deposit these will be highlighted on the checkout report. You 
will be contacted and advised of any proposed deductions in writing. 

Subletting You confirm that you intend to enter into a private residential tenancy in your name and 
that you will not sublet the property.

Management of the 
property 

At the start of the application HRT will advise you who will be responsible for the 
managment of the property. 

Where HRT are managing the property, we will require the landlord’s consent before 
proceeding with any repairs. 

Repairs/issues must be reported to HRT in writing, ideally via email with pictures of the 
issue where possible. 

Where HRT manage a property and hold keys, we can usually release keys to approved 
contractors with your written permission. 

For Tenant Find tenancies, maintenance should be arranged between you and your 
landlord direct. 

We cannot authorise any repairs or maintenance to tenant find tenancies. 

Management Visits Where HRT are the managing the property, we will carry out periodic visits to the 
property. These are usually, but not limited to, quarterly visits. 

Visits are within HRT’s working hours and we ask you take reasonable steps to make 
yourself available for the visits. 

We will provide you with 48 hrs notice in writing for the visit and we can use the keys held 
to access the property with your written permission if you are unable to be present. 

Insurance You should take out suitable contents insurance policy throughout the tenancy to insure 
your own possessions. 

The Tenant is warned the Landlord’s policy does not cover tenants’ possessions and are 
strongly advised to insure their belongings with a reputable insurer.
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Utilities/telephone/

Council/drainage

You will be responsible for the payment of telephone, utilities, water, oil , LPG gas and 
any other supplier/drainage costs at the property during your tenancy, as well as council 
tax (unless otherwise agreed prior to the tenancy). It is the tenant’s responsibility to 
ensure that utility and council tax accounts are opened in their name at the start of the 
tenancy and closed at the end of the tenancy. 

HRT provides a service to help tenants with the administration involved in moving. 

Tenant Shop Limited acts on Herbert R Thomas’ behalf to notify the local council, water 
supplier and energy provider when your tenancy starts and ends. 

If you wish to take up this service, you will be asked to OPT IN when completing UK 
Tenant data referencing.  

Taxation If you pay rent directly to your landlord’s bank account and your landlord is resident 
overseas, you will be responsible for applying the provisions of the HM Revenue and 
Customs Non-Resident Landlords scheme for taxing UK rental income and should ask us 
for advice on this. These provisions do not apply where you are paying your rent to HRT.

HRT can provide any additional information required on request.

Anti-Money Laundering 
Regulations 2017

HRT is subject to the Money Laundering Regulations 2017. We will need to obtain and hold 
evidence confirming your identity, proof of your address and source/destination of funds. We 
will be unable to proceed with any offer until we are in receipt of this information and have 
completed a satisfactory AML check. Your identity may be subject to an electronic identity 
check, which may leave a soft footprint on your credit report. Before the application can 
proceed you need to provide us with a photo ID in the form of a valid Passport, UK Driving 
Licence or EEA National ID card and proof of your address. 

Data protection and 
privacy policy 

HRT complies with all applicable data protection and privacy laws in all our dealings 
with your personal data. Please be aware that in the provision of our services, we 
may instruct other organisations to process personal data on our behalf and/or share 
personal data with other agencies, which may also involve the transfer of data outside 
the European Economic Area.

Commission HRT may receive commission while carrying out our duties as agent in the letting and/or 
management of the property.

Client Money Protection 
Scheme 

Herbert R Thomas Client Money Protection is provided by RICS. The scheme accounting 
rules, as well as our conduct and membership rules, can be found on the following link: 
CMP Scheme

Registered number: 762241. 
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Cowbridge Office
59 High Street,  
Cowbridge, CF71 7YL

01446 776374
rentals@hrt.uk.com

Bridgend Office
The Toll House,  
1 Derwen Road,  
Bridgend, CF31 1LH

01656 660036
bridgendrentals@hrt.uk.com

Neath Office
33 Alfred Street,  
Neath, SA11 1EH

01639 639541
neathrentals@hrt.uk.com

Cardiff Office
11-12 Jellicoe Court,  
Atlantic Wharf,  
Cardiff, CF10 4AJ

02922 671555
cardiff@hrt.uk.com

Property freehold & leasehold
Valuation for all purposes
Landlord & Tenant Advice
Compulsory Purchase & 
Compensation
Expert witness work
Planning
Rating
Sales & Lettings
Auctions

hrt.uk.com


