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Fees and Charges

The fees specified for the above services shall be payable where a Tenant enters into a tenancy 
agreement for the Property as a result of the Agent’s introduction, marketing, or involvement, 
whether directly or indirectly.

This applies to all residential tenancy agreements entered into for the Property, including any 
statutory, periodic, or contractual tenancy arrangements.

For all services, reduced rates may apply for tenancy renewals where applicable. For Full 
Management services, preferential rates may apply for subsequent re-lets.

Core Fees Summary
Tenant Find Service

The fee for a Tenant Find Only service is:

• 75% of one calendar month’s rent (plus VAT)

• Subject to a minimum fee of £497 + VAT 

This fee becomes payable where a tenant enters into a tenancy agreement following the 
Agent’s introduction.

Full Management Service

The fee for Full Management includes:

• Tenant Find fee (as above), plus

• 12% of the monthly rent received (plus VAT)

This management fee shall be deducted by the Agent from rental income on a monthly basis

Non-Standard or Non-Residential Tenancies

Where the letting falls outside standard residential tenancy arrangements (including, but not 
limited to, company lets or other non-standard agreements), additional administrative charges 
may apply.

In such cases, an administration fee equivalent to 60% of one month’s rent (Plus VAT) will be 
charged, as set out in the Agent’s Schedule of Fees.

The Landlord acknowledges that applicable legislation, including provisions relating to permitted 
payments, may differ depending on the type of tenancy agreement in place.



 LANDLORD PROPOSAL 
YOUR CHOSEN PLAN

LET FEE:

FULLY MANAGED SERVICE:

MANAGED SERVICES:

Advertise on all major portals

‘To Let’ board at the property

Arrange and conduct viewings

Comprehensive tenant referencing*

Produce legal documents

Inventory *

Inspections *

Check in and out

Statement, chase arrears, and issue notices

All maintenance repairs and safety checks

Rent Guarantee *

Access to off market investment deals

TENANT FIND SERVICE

MANAGEMENT FEE:

LET FEE:

TENANT FIND ONLY 
SERVICES:

HMO Application and documentation for Landlords 

Deposit Registration 

End of Tenancy Deposit commincation and dispute handling 



ADDITIONAL FEES
All terms are quoted on a sole agency basis unless noted otherwise. Figures are 
quoted per property and are inclusive of VAT

Tenancy Renewal Fee Subject to a minimum of £160 + VAT

Inventory Costs  £197 + VAT

EPC £130 + VAT

Court Attendance £75 per hour

Guarantor Reference £35 + VAT

Key Cutting Fee £25 + VAT plus costs of cutting key

Hourly rate £75 + VAT

Gas Safety Record £105 + VAT

Periodic Electrical Installation Report £185 + VAT
Subject to size of property

Smoke Alarm £40 + VAT

Carbon Monoxide Detector £40 + VAT

Fire Safety Testing (HMO) £85 + VAT

Emergency Light Testing (HMO) £85 + VAT

PAT Testing £85 + VAT

Additional Requests £50 + VAT

In Person Inspections £97.50 + VAT

Statutory Declaration £25 + VAT

Section 21 & 8 £160 + VAT

Section 13 £160 + VAT

Student Renewal Fee 30% + VAT

Rent Guarantee 
(If applicants qualify for rent guarantee they will
 automatically be opted in for this service. If you do not
 require this service please inform My Property Box via
 email applications@mypropertybox.co.uk )

Additional 4% + VAT



Marketing Details 
The property will be rented on the following basis: Sole Agency Basis: The Landlord agrees to have the property on 
a sole agency basis (unless otherwise agreed) for a minimum of 8 weeks. During this period the Landlord will not 
instruct any other agent to market or advertise the property. At the end of this period, should the client wish to 
terminate the agreement, they will need to do so in writing to:

My Property Box Ltd
Alton House, 27-31 Grange Road, Darlington, DL1 5NA

If at any time it should become necessary for the Agent to terminate this agreement, we shall do so in writing giving 
three months’ notice of our intention to terminate except where the landlord has refused to comply with legislative 
requirements, the termination will happen immediately upon written confirmation being issued by the Agent.

My Property Box Ltd 
Alton House, 27-31 Grange Road 

Darlington , DL1 5NA
01325 582101 | Company Registration No. 8140860

Data Protection: 

If you’re interested in understanding how we handle and protect your personal information, we encourage you 

to explore our Privacy Policy. This comprehensive document details the types of data we collect, how we use it, and 
the measures we take to ensure your privacy. To view this information, please visit our Privacy Policy page 

on our website by following https://www.mypropertybox.co.uk/privacy/ . Your trust is important to us, and we are 
committed to being transparent about our data practices.



Terms and Conditions of this Agreement - Arrangement Fee

The Arrangement Fee includes the following services, which shall be carried out in 
accordance with all applicable housing legislation, regulatory requirements, and emerging 
Renters’ Rights provisions:

• Visiting the Property with the Landlord to assess the condition and agree an
appropriate and lawful market rental value.

• Carrying out an initial inspection of the Property to identify compliance with safety,
habitability, and occupancy regulations, and highlighting any issues requiring rectification
prior to marketing.

• Marketing of the Property, including the taking of photographs and preparation of
accurate, lawful, and non-misleading advertising particulars.

• Making the Property available to prospective Tenants for viewing in accordance with
fair access and non-discrimination requirements.

• Accompanying viewings, arranging access, and providing any required notice to current
Tenants in compliance with legal obligations.

• Collection of a holding deposit in accordance with applicable legislation and permitted
payment rules.

• Vetting prospective Tenants and obtaining personal, financial, and identification
references, including compliance with Right to Rent requirements where applicable.

• Preparation of tenancy documentation in line with current legal requirements, including
provision of all prescribed information and Tenant documentation.

• Co-ordinating the signing of all required tenancy documentation by the Tenants.

• Collecting a deposit from the Tenants and registering it with a government-authorised
tenancy deposit scheme within the required statutory timeframe.

• Arranging and co-ordinating the Tenant’s occupation of the Property in accordance
with legal requirements.

• Conducting a move-in process, including confirming the presence and operability of
alarms and ensuring the Property meets minimum safety requirements on the tenancy
commencement date.

My Property Box Ltd 
Alton House, 27-31 Grange Road 

Darlington , DL1 5NA
01325 582101 | Company Registration No. 8140860



Management Fee - Payments

The Management Fee includes the following:

• Making demands for the monthly rent from the Tenant.

• Upon receipt of rent, remitting the same to the Landlord’s nominated bank or building society account within five 
working days of receiving cleared funds, subject only to any lawful deductions or charges properly payable by the Landlord.

• Preparing and issuing monthly statements detailing payments received by the Agent, clearly identifying all 
deductions made, and including any expenses or bills paid on the Landlord’s behalf. 

Care of the Property - Full Management

The Full Management service includes the following:

• Dealing with day-to-day telephone calls and other enquiries relating to the Property on the Landlord’s behalf.

• Managing maintenance issues and repairs as they arise, including arranging for suitably qualified contractors to
carry out necessary works. The Agent may authorise works up to a maximum cost of £200 (inclusive of VAT) without prior
approval. For costs exceeding this amount, the Agent will obtain the Landlord’s consent, except in cases of emergency
where immediate action is required to protect the Property, Tenant, or legal compliance.

• Acting in respect of emergency repairs where required to ensure the Property remains safe, habitable, and compliant
with applicable legislation.

• At the termination of a tenancy, assessing the condition of the Property against the inventory (where available) and
advising on any appropriate claims, subject to the rules of the applicable tenancy deposit scheme and relevant legislation.

• Where the Property is to be re-let, arranging (subject to the provisions of this Agreement) for works considered
reasonably necessary to return the Property to a safe, compliant, and lettable condition.

Important:

• The Agent shall not be liable for the performance of contractors, provided reasonable care has been taken in their
selection and instruction.

• The Agent shall not be responsible for identifying or remedying structural defects, latent defects, or legal compliance
breaches unless specifically instructed in writing.

• The Landlord remains ultimately responsible for ensuring the Property complies with all legal obligations relating to
repair, safety, and habitability.

My Property Box Ltd 
Alton House, 27-31 Grange Road 

Darlington , DL1 5NA
01325 582101 | Company Registration No. 8140860



Compliance and Certification Obligations

The Landlord is responsible for ensuring that all statutory certificates and safety documentation, 
including but not limited to Gas Safety Certificates, Electrical Safety Certificates, and any other 
required compliance documentation, are valid and renewed within the required legal timeframes.

Where the Landlord fails to provide valid certification or confirmation of renewal within a reasonable 
period prior to expiry, the Agent reserves the right to instruct an appropriately qualified contractor to 
carry out the necessary works or inspections to ensure compliance.

Any costs incurred in obtaining such certification or works shall be payable by the Landlord and may 
be deducted from rental income or otherwise invoiced accordingly.

The Agent shall not be liable for any breach of statutory requirements arising from the Landlord’s 
failure to comply with their legal obligations, howsoever arising.

My Property Box Ltd 
Alton House, 27-31 Grange Road 

Darlington , DL1 5NA
01325 582101 | Company Registration No. 8140860



The Tenancy Deposit 
Acorn Properties (Jesmond) Ltd trading as My Property Box is a member of The Deposit Protection Service 
(Deposit Scheme), which is administered by: 
The Deposit Protection Scheme (DPS) & Tenancy Deposit Scheme (TDS)
Tel: DPS 0330 303 0030 & TDS 0300 037 1000

The Deposit Protection Scheme							 Tenancy Deposit Scheme
The Pavilions 										             West Wing
Bridgwater Road									             First Floor
Bristol 									  The Maylands Building
BS99 6AA					            200 Maylands Avenue, Hemel Hempstead, HP2 7TG 
Web: www.depositprotection.com 				               Web: tenancydepositscheme.com
Email: contactus@depositprotection.com        Email: deposits@tenancydepositscheme.com

The tenancy deposit will be protected in accordance with an approved tenancy deposit scheme. Where the Agent 
utilises a custodial scheme, the deposit will be held by the scheme provider, and any interest arising shall be dealt 
with in accordance with the rules of that scheme. Where an insured scheme is used, the deposit may be held by 
the Agent as stakeholder and administered in accordance with the applicable scheme rules. The Agent shall 
comply with all statutory obligations relating to the protection and administration of deposits.

Deposits and Tenancy Deposit Scheme

The Agent will collect and protect the tenancy deposit on behalf of the Landlord in accordance with applicable 
tenancy deposit legislation and the rules of the relevant tenancy deposit scheme.

End of Tenancy – No Dispute

Where there is no dispute, the deposit shall be returned or distributed in accordance with the agreed terms 
between the Landlord and Tenant and the tenancy agreement. Any agreed deductions shall only be applied where 
supported by appropriate evidence and in accordance with the tenancy agreement and deposit scheme rules.

Payment of any agreed amounts will normally be processed within 10 working days of receiving written 
confirmation from both parties.

Deposit Disputes

In the event of a dispute between the Landlord and Tenant regarding the return of the deposit:

• Where the Agent is providing a tenant-find service only, the Landlord shall be responsible for preparing,
collating, and submitting all evidence required by the relevant tenancy deposit scheme.

• Where the Agent provides a full management service, the Agent may assist with the preparation and
submission of evidence and documentation on behalf of the Landlord.

The Agent shall not be obliged to act in any dispute unless specifically instructed to do so (where applicable to the 
service level agreed).

Adjudication Process

Where a dispute cannot be resolved between the parties, it may be referred to the relevant tenancy deposit 
scheme for adjudication in accordance with its rules. All parties agree to co-operate with the dispute resolution 
process.

Where required by the tenancy deposit scheme, the Agent shall transfer the disputed deposit amount to the 
scheme within the required timeframe. The resolution and outcome of the dispute shall be determined by the 
scheme in accordance with its adjudication procedures.



Agreement Between the Parties (Updated - Renters Rights Compliant)

• The Agent is not acting as a guarantor for the Tenant. Whilst reasonable steps are taken to verify
the suitability of any prospective Tenant, the Agent does not guarantee the Tenant’s performance under
the tenancy agreement. In the event of non-payment of rent or breach of tenancy obligations, the Landlord
remains responsible for all costs associated with recovery, including any legal proceedings. The Landlord
acknowledges that additional fees may apply in relation to arrears management, possession notices, and
legal proceedings, as set out in the Agent’s current Schedule of Fees.

• Where a Tenant falls into rent arrears or breaches the tenancy agreement, the Agent may, upon
instruction from the Landlord or where considered reasonably necessary to protect the Landlord’s
position, assist in taking appropriate action, including the service of any relevant statutory notices, subject
always to applicable legislation and compliance requirements. The Agent shall not be responsible for
determining the legal validity or success of such action, and the Landlord remains responsible for
ensuring that sufficient legal grounds exist.

• Fees are due and payable upon a Tenant entering into a tenancy agreement with the Landlord.

• In the event that a Tenant falls into arrears or fails to meet their financial obligations, the Agent
shall not be entitled to recover fees or costs directly from the Tenant’s deposit except where such
deductions are permitted under the tenancy deposit scheme rules and applicable legislation, and are
supported by appropriate evidence.

• Where any sums due to the Agent are not recoverable from the Tenant in accordance with the
above, the Agent reserves the right to invoice the Landlord for any outstanding fees or costs.

• In the event that a local authority requires repayment (in whole or in part) of Housing Benefit or
similar payments from the Agent, and such funds have already been transferred to the Landlord, the
Landlord agrees to reimburse the Agent in full upon demand.

• Any holding deposit shall be handled strictly in accordance with applicable legislation. The Agent
shall only retain or apply a holding deposit where permitted by law and in accordance with prescribed
conditions. The holding deposit shall not be used to cover general costs or works unless lawfully allowed.

• The Agent shall not be required, as part of normal management duties, to supervise, manage, or
inspect repair works or provide specialist advice on the nature, scope, or adequacy of repairs unless
specifically agreed in writing.

• The Agent may instruct contractors on behalf of the Landlord; however, all contractors shall be
deemed to be engaged on the Landlord’s behalf. The Agent shall not be responsible for the acts,
omissions, performance, delays, or workmanship of any contractor, provided that reasonable care has
been taken in their selection and instruction.

• The Agent shall not be liable for any loss or damage arising from contractor default, delay,
negligence, or failure to carry out works, nor for any consequential loss, including loss of rent, unless such
loss arises directly from the Agent’s negligence.

• The Agent shall not be liable for theft, damage, or deterioration at the Property, including during
vacant periods or between tenancies, unless caused by the Agent’s negligence.

• The Landlord acknowledges that they remain ultimately responsible for the condition, repair, and
legal compliance of the Property, and for ensuring that all works carried out meet applicable legal and
regulatory standards.

My Property Box Ltd 
Alton House, 27-31 Grange Road 

Darlington , DL1 5NA
01325 582101 | Company Registration No. 8140860



The Tenancy Deposit (continued)

Fees

The Agent reserves the right to charge for any work undertaken in relation to deposit disputes, including 
preparation of evidence and submissions, in accordance with the Agent’s Schedule of Fees.

Agent Role and Liability

The Agent acts solely as an administrator of the tenancy deposit in accordance with applicable legislation and 
scheme rules. The Agent shall not be responsible for the outcome of any dispute or adjudication.

Any deductions from the tenancy deposit must comply with the terms of the tenancy agreement, the rules of 
the relevant tenancy deposit scheme, and applicable legislation. The Agent shall not apply or retain any part of 
the tenancy deposit in respect of fees or charges owed by the Landlord unless such deductions are lawfully 
permitted, agreed between the Landlord and Tenant, or awarded through the deposit scheme adjudication 
process.

Accuracy of Information 

The Landlord warrants that all information provided to the Agent in relation to the Property, the tenancy, and any 
associated matters is complete, accurate, and not misleading.

The Landlord acknowledges that the Agent relies entirely on the accuracy of such information when carrying 
out its duties under this Agreement.

In the event that any information provided by the Landlord is inaccurate, incomplete, or misleading, and this 
results in loss, damage, delay, regulatory breach, or legal proceedings involving the Agent, the Landlord agrees 
to indemnify and keep indemnified the Agent against all resulting losses, costs, claims, penalties, and expenses 
incurred.

The Landlord further confirms that they will promptly notify the Agent of any changes to such information 
which may affect the letting, management, or legal compliance of the Property

My Property Box Ltd 
Alton House, 27-31 Grange Road 

Darlington , DL1 5NA
01325 582101 | Company Registration No. 8140860



Data Protection and Privacy

Landlord Obligations

The Landlord agrees that any personal data provided to them by the Agent, including but not limited to Tenant information, shall be:

• Stored securely and processed in accordance with applicable data protection legislation, including the UK General Data Protection Regulation (UK 
GDPR) and Data Protection Act 2018;

• Used only for lawful purposes connected with the tenancy or management of the Property;

• Not disclosed to any third party without lawful basis or the explicit consent of the data subject where required;

• Securely deleted or destroyed when no longer required.

The Landlord agrees to fully co-operate with the Agent in the event of any data protection request, complaint, or investigation, including Subject Access 
Requests.

The Landlord shall indemnify and keep indemnified the Agent against any loss, claim, penalty, or liability arising from the Landlord’s breach of data protection 
legislation.

Data Controller

The Agent acts as a Data Controller in respect of personal data processed in connection with the services provided under this Agreement.

My Property Box
Alton House, 27–31 Grange Road
Darlington, DL1 5NA
Tel: 01325 582 101
Email: info@mypropertybox.co.uk
ICO Registration Number: ZA341064

Use of Personal Data
The Agent will hold and process personal data for legitimate business purposes, including to fulfil contractual obligations and comply with legal 
requirements.

Personal data may be shared, where necessary, with relevant third parties, including (but not limited to):

• Tenants
• Contractors and maintenance providers
• Referencing agencies
• Tenancy deposit schemes
• Local authorities
• Utility providers
• Regulatory bodies or law enforcement agencies

The Agent will not share personal data with unrelated third parties without a lawful basis or, where required, the consent of the individual.

Data Subject Rights

Individuals have the following rights under applicable data protection legislation:

• Right of Access – to request a copy of personal data held
• Right to Rectification – to correct inaccurate or incomplete data
• Right to Erasure – to request deletion of personal data where appropriate
• Right to Restrict Processing – to limit how personal data is used
• Other rights as provided under applicable legislation

Requests should be made in writing to the Agent using the contact details above. The Agent will respond within the statutory timeframe (normally one 
calendar month), unless an extension is permitted under law.

Complaints

If you have any concerns regarding how personal data is processed, you should contact the Agent in the first instance using the details above.

If you remain dissatisfied, you have the right to lodge a complaint with the Information Commissioner’s Office (ICO): https://ico.org.uk

My Property Box Ltd 
Alton House, 27-31 Grange Road 

Darlington , DL1 5NA
01325 582101 | Company Registration No. 8140860



Cancellation and Termination 

1. Notice Requirement
The Landlord may terminate this Agreement by providing a minimum of three (3) months’ written notice to
the Agent. Notice must be given in writing to the Agent’s registered office or by email to
contact@mypropertybox.co.uk.

2. Cancellation Charge
Upon termination of this Agreement, a cancellation charge may be payable to the Agent to cover
administrative costs, loss of management income, and work undertaken in securing and managing the
tenancy.
The charge shall be calculated as the equivalent of one (1) month’s rent plus VAT, as set out in the Agent’s
Schedule of Fees.
The Agent reserves the right to deduct this amount from rental income received during the notice period.

3. Payment Obligation
If rental income received during the notice period is insufficient to cover the cancellation charge (including
in circumstances of tenant arrears or vacancy), the Agent reserves the right to invoice the Landlord for any
outstanding balance. The Landlord agrees to settle such invoice within 14 days of the invoice date.

4. Exclusions:
No cancellation charge shall apply where termination arises as a result of:
• a material breach of this Agreement by the Agent; or
• failure by the Agent to comply with its legal or professional obligations.

Right to Cancel (Cooling-off Period)
The Landlord has the right to cancel this Agreement within 14 calendar days of entering into it (the 
“cooling-off period”), in accordance with applicable consumer protection legislation.

To exercise the right to cancel, the Landlord must notify the Agent in writing. Notice may be delivered 
personally or sent by post or email to:

The Manager
My Property Box
Alton House, 27–31 Grange Road
Darlington, DL1 5NA
Email: contact@mypropertybox.co.uk

Where cancellation is exercised within the cooling-off period, the Agreement shall be treated as 
terminated from the date of notice.

If the Landlord requests that the Agent commence services during the cooling-off period, the Landlord 
acknowledges that they may be liable to pay for any services carried out up to the date of cancellation, in 
accordance with applicable legislation.

My Property Box Ltd 
Alton House, 27-31 Grange Road 

Darlington , DL1 5NA
01325 582101 | Company Registration No. 8140860



Authority and Instruction to Act

By entering into this Agreement, the Landlord confirms that:
• They are the legal owner(s) of the Property or are otherwise duly authorised to instruct the
Agent;

• They formally instruct the Agent to act on their behalf in relation to the letting and/or
management of the Property;

• They authorise the Agent to prepare, negotiate, and where required execute tenancy
documentation on their behalf in accordance with this Agreement.

Tax Residency

The Landlord confirms that:

• They are resident in the UK for tax purposes and have provided a valid UK address;

OR

• They are non-UK resident for tax purposes and agree to comply with all obligations under the
Non-Resident Landlord Scheme, including any requirements relating to tax deductions or HMRC
registration

Agreement Confirmation
By signing this Agreement, the Landlord confirms that they have read, understood, and agree to be 
bound by the terms and conditions contained within this document.

Signed by Agent: Signed by Landlord: 

My Property Box Ltd 
Alton House, 27-31 Grange Road 

Darlington , DL1 5NA
01325 582101 | Company Registration No. 8140860



Sole Agency Agreement:

Address of Property to be let: 
(Herein after referred to as ‘the 
property’)

Landlords 
Name:

Telephone:

Mobile:

Email Address:

Landlord Correspondence Address:

PLEASE BE AWARE THAT OUR PREFERRED METHOD OF CONTACT IS VIA EMAIL

Bank Name:

Account 
Name:

Account 
No. :

Account 
Sort Code:

Bank / Building 
Society Address:

My Property Box is a member of the Property Ombudsman and subscribe to their Code of Practice for 
Residential Letting Agents.

For more information, please visit their website at www.tpos.co.uk. The Landlord and his successors in title 
hereby appoint My Property Box (herein after referred to as 'the Agent’) to undertake the duties of letting agent in 
respect of the property for arranging a tenancy and managing the Property (if applicable).

My Property Box Ltd 
Alton House, 27-31 Grange Road 

Darlington , DL1 5NA
01325 582101 | Company Registration No. 8140860



Compliance and Other Details 
Service Care Agreements

Please provide information of any supplier in which you have a service agreement e.g. British Gas. Please notify the supplier of your 
intention to instruct a managing agent, so that we can conduct repairs if required on your behalf. 

Should you have service care agreement, we ask that you provide us with a copy for our records

Security:

If the Property has a security alarm, please provide us with the details including the code and instructions for use in the box below
(please note: that you will be responsible for the maintenance of the alarm): 

Company / Person 
Name:

Telephone:

Address:

Block Management:

Mortgage Company:

If your Property is subject to a mortgage, please provide the details below. As part of our due diligence and compliance requirements we 
will undertake a land registry search to confirm those parties who have an interest in the Property. 

House Builders Guarantee:

Please provide us with details of any building guarantee that you may have together with the length remaining on this guarantee. It is 
vital that you provide us with details of who to contact and what items are covered by this guarantee. If we are not provided with these 
details, we will instruct our own appointed contractors to attend to maintenance issues at your expense

Tenancy Agreement:

Our tenancy agreement contains standard clauses, but you may wish to indicate special conditions or restrictions that we can apply to 
the tenancy. Please remember to include any conditions or inclusions that your mortgage lender may impose: 

If there is anything you wish to make us aware of, please include it in the box below. 

My Property Box Ltd 
Alton House, 27-31 Grange Road 

Darlington , DL1 5NA
01325 582101 | Company Registration No. 8140860




