
 
LANDLORDS’ GUIDE TO SERVICES AND CHARGES 
We are committed to being upfront with our charges and fees. 
The table below shows all Landlord fees shown both 
inclusive and exclusive of VAT. For more details, please 
refer to your Terms of Business or ask your private realtor. 
 
TENANCY PROTECTION  
City Prime Properties is a member of a redress scheme provided by The Property Ombudsman and 
UKALA. 

 

 
    FEES  
 

  Description of Fee Excluding VAT Including VAT 

Comprehensive Management Service 
Including Standard Lettings Service. Subject to a minimum fee of one month’s 
rent plus VAT and a minimum monthly Management fee of £60 (£72 inc VAT) 

15%  18%  

Standard Letting Service 
Subject to a minimum fee of one month’s rent plus VAT 

11%  13.2%  

Managed Only Service 
Subject to a setup fee of £350 (£420 Inc VAT) and a minimum monthly Management fee of £60 (£72 inc 
VAT) 

5% 6% 

Short Let Service 
Subject to a minimum fee of one week’s rent plus VAT. Short Let Tenancy Setup Fee £150 (£180 Inc VAT) 

25%  30%  

Renewal Comprehensive Managed Tenancy  
Subject to a minimum fee of one month’s rent plus VAT and a minimum monthly Management fee of £60 
£72 inc VAT 

14% 16.8% 

Non Resident Landlord Fee with approval number £60 £72 

Renewal Standard Tenancy 
Subject to a minimum fee of one month’s rent plus VAT 
 

10% 12% 

Right to Rent Re-Checks £100 £120 

Breach of Sole Agency & Withdrawal from Proposed Tenancy Half of initial period fee, plus VAT 

Change of Sharer Deed of Assignment 
Where a Deed of Assignment is not suitable the Tenancy Agreement Setup fee will apply £250 (£300 Inc 
VAT) 

£100 £120 

Serving of Notices: Section 21 £100 £120 

Additional Property Visit £150 £180 

Arranging works beyond routine maintenance and repair 
Management and instruction of contractor works, charge may be applied to Invoice value of over £1200 
Inc VAT. Charge applies to work relating to HMO Licencing requirements. 

10% 12% 

Year End Statement Reconciliation £100 £120 

Legal Proceedings 
When our staff are required to attend court or arbitration hearings. Cost per hour and subject to a 
minimum 2 hours 

£150 £180 

Sale of Property 
Based on the sale price agreed. See your Terms of Engagement for more detail 

2% 2.4% 

Gas Safety Certificate £79 £94.8 

Energy Performance Certificate (EPC) £85 £102 

Electrical Installation Report EICR 
Prices dependent on property size 

£200 - £250 + VAT 

 



Inventory and Check in 
Prices dependent on property size 

 

£140 - £200 + VAT 

 
 
DURING THE TENANCY (payable to City Prime Property)  
 
Payment of interest for the late payment of rent at a rate of 4% above the Bank of England base rate 
 
Payment for the incurred costs for the loss of keys/security devices 
 
Payment of any unpaid rent or other reasonable costs associated with your early termination of the tenancy 
 
 
 
 
BEFORE THE TENANCY STARTS (payable to City Prime Properties) 
 
HOLDING DEPOSIT: 
 
One week’s rent (a draft copy the Tenancy Agreement will be e-mailed for your records prior to making this payment. 
 
Our Guide for Landlords outlines your responsibilities, these include but are not limited to the prevision and preparation of: An Energy 
Performance Certificate, Inventory, Inventory Check In/Out, Professional Cleaning, Insurance: such as Rent and Legal Protection, 
Buildings and Contents, Safety checks and Certification, if you prefer not to make these arrangements yourself, please contact your 
local office for assistance. 

*PLEASE NOTE: Fees are expressed as a percentage of the agreed rent for the entire period of the tenancy. Fees for our Standard 
and Short Let services are payable in advance at the start of the tenancy based on the agreed term. For our Comprehensive 
Management Service, 18% (Inc. VAT) is payable in advance based on the agreed term with the remaining 6% (Inc. VAT) payable in 
accordance with the frequency with which Rent is due and on the total rent payable under the terms of the tenancy. Fees are also 
payable at the same percentage as per the charges guide on any renewals, extensions or periods of holding over. Please refer to our 
Terms of Engagement for further information. 
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Services included in Landlord’s Charges 

 

Letting 11 % plus VAT of the annual rent 

• Advise on current market conditions and preparation of property for lettings 
• Provide guidance on compliance and consents 
• Arrange Energy Performance Certificate (additional cost applies) 
• Agree the market rent and find a tenant 
• Discuss non-resident tax status and HMRC (if relevant) 
• Make any HMRC deductions and provide tenant with NRL8 (if relevant) 
• Prepare property details, photographs, floor plans and market on relevant portals 
• Arrange accompanied viewings 
• Negotiate offers and take up references 
• Prepare Tenancy Agreement 
• Collect and hold the deposit as stakeholder and register with the Tenancy Deposit Scheme were 

necessary (additional cost applies) 

• Provide tenant with method of payment 
• Collect initial rent 
• Contact Landlord and Tenant prior to the end of tenancy to discuss renewal or termination 
• Return deposit as agreed with Landlord and Tenant to relevant parties 
• Remit any disputed amount to the Tenancy Deposit Scheme for final adjudication 
• Initial Right to Rent checks 

Minimum Fee £720 (inc VAT) 

 

 

 



Letting, Property Management and Rent Collection 18% (inc VAT) of the annual rent 

• Advise on current market conditions and preparation of property for lettings 
• Provide guidance on compliance and consents 
• Arrange Energy Performance Certificate (additional cost applies) 
• Agree the market rent and find a tenant 
• Discuss non-resident tax status and HMRC (if relevant) 
• Make any HMRC deductions and provide tenant with NRL8 (if relevant) 
• Prepare property details, photographs, floor plans and market on relevant portals 
• Arrange accompanied viewings 
• Negotiate offers and take up references 
• Prepare Tenancy Agreement 
• Liaise with utility suppliers 
• Collect and hold the deposit as stakeholder and register with the Tenancy Deposit Scheme where 

necessary (additional cost applies) 

• Provide tenant with method of payment 
• Receive and remit rent 
• Prepare regular rent statements 
• Operate rent arrears process if necessary 
• Administrate Ground Rent and Service Charges 
• Hold keys throughout tenancy 
• Retain a working fund and deal with day to day management 
• Arrange routine repairs and instruct approved contractors to a maximum of £500 without prior consent 
• An additional charge for repairs/works/refurbishment in excess of £500 is 12% (inc VAT) of the net cost of the works, including 

materials. Excludes appliances 
• Arrange Gas Safety Record, Electrical Installation Condition Report and Portable Appliance Testing 

(additional cost applies) 

• Arrange pre-tenancy cleaning (additional cost applies) 
• Annual Property visit 
• Provide out of hours Emergency Management service 
• Instruct inventory provider to prepare and check inventory at commencement and end of tenancy 

(additional cost applies) 

• Negotiate any disbursements of the security deposit with Landlord and Tenant 
• Return deposit as agreed with Landlord and Tenant to relevant parties 
• Remit any disputed amount to the Tenancy Deposit Scheme for final adjudication 
• Contact Landlord and Tenant prior to the end of tenancy to discuss renewal or termination 
• Right to Rent checks 
• Visiting and taking care of the property making sure the property remains in its best standard.  

Minimum Fee £900 inc VAT 

Renewal Letting only 12 % (inc VAT)* Renewal Letting, Property Management and Rent Collection 16.8 % 

(inc VAT)* of the rent for any renewal and or extension 

• Contact Landlord and Tenant prior to the end of tenancy to discuss renewal 
• Advise on current market conditions 
• Negotiate renewal, prepare Tenancy Agreement 

Minimum Fee from £720 to £900 (inc VAT) dependent on Management status 

Property Management only fee 6% (inc VAT) of the rent payable 

In addition to the above charges, you may expect to pay: 

Service charges and ground rent 

Maintenance and repairs of property 

Building and contents insurance 

Accountant charges 

Tax for either UK or overseas Landlords 



Additional Optional and non-optional fees & charges: 

Annual gas and electrical checks ** 

Pre tenancy clean ** 

Energy Performance Certificates ** 

References ** 

Inventory preparation and Check-in £576 (inc VAT) max 

Inventory Check Out £288 (inc VAT) max 

(The inventory charges are approximate according to size and inventory clerk and subject to change and additional rooms may be 
charged for) 

Deposit registration and administration annual fee £18 (inc VAT) 

Copies of monthly/quarterly statements per copy £12 (inc VAT) 

Annual reconciliations £60 (inc VAT) 

Legal proceedings per hour + reasonable expenses (subject to £240 minimum fee) £120 (inc VAT) 

Preparation of paperwork for adjudication to Tenancy Deposit Scheme £120 (inc VAT) 

Renewal Right to Rent checks (Non Managed only) £24 (inc VAT) 

Hourly charge for meetings attended on behalf of Landlord £72 (inc VAT) 

Contract Only Fee (Where no letting fee is charged) £300 (inc VAT) 

House of Multiple Occupancy (HMO) 

Application and first Council Inspector visit £180 (inc VAT) 

Hourly charge for any subsequent visits £72 (inc VAT) 

Any works required for property compliancy 12% (inc VAT) 

All above prices are inclusive of VAT and charged at the prevailing rate 

Lettings fees are calculated by using the following formula: 

Agreed weekly rent x 52 weeks x 10%, 8% or 5% + VAT (20%) 

a. £500 x 52 = £26,000 x 10% = £2,600 + 20% VAT = £3,120 (Letting fee charged in advance) 
b. £500 x 52 = £26,000 x 8% = £2,080 + 20% VAT = £2,496 (Letting fee charged in advance) 
c. £500 x 52 = £26,000 x 5% = £1,300 ÷ 4 = £325 + 20% VAT = £385 (Management fee charged quarterly in advance) 

The cost of these items will depend on the individual supplier at the time of the tenancy and is payable by the Landlord 
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