
Leasehold and Right to Buy Services, 298 Mare Street, London, E8 1HE
ARE YOU LETTING OR THINKING OF LETTING YOUR PROPERTY?

Why you must inform us if you sub-let:

· If you do not your insurance cover will not be valid

· You may be in breach of your lease, breach of lease can lead to repossession of your property

Therefore if you are thinking of letting your property, or you have already let your property, you must write to us with the necessary information detailed below:

· Copy of your shorthold tenancy agreement It is important to note that your lease may specify that the agreement does not exceed a period of twelve months.  The agreement should comply with appropriate legislation, as drawn up by the agent.  The agreement should express that the tenant observes and performs the covenants contained within the lease agreement with the exception of the covenant which requires payment of the rents (management charges including ground rent and building insurance), which remain the liability of the leaseholder .

· Details of the bona-fide agent you are using for the term of the letting and confirmation that the agent holds a deposit against damage caused.

· A correspondence address for serving demands for management charges inclusive of ground rent and building insurance.

· A fee of £30.00 will be payable to administer associated notices and records.  Cheques should be made payable to the London Borough of Hackney.
It is also recommended that you provide a telephone number that you can be contacted on in the event of an emergency, i.e. if we need to access your property or if there are problems with your tenants and / or the managing agents.
If you wish to sublet your property for a period exceeding 12 months you must enter into a Deed of Covenant.  You can obtain this by writing to George Georgiou in the Legal Department, 3rd Floor, 298 Mare Street, London E8 1HE. Please enclose a cheque in the sum of £100.00 made payable to the London Borough of Hackney.

Should you cease to let the property and start to use it as your own place of residence, please notify us in writing, so that we may amend our records and notify the insurers accordingly.

Remember if you do not provide us with the necessary information, a potential building insurance claim may not be considered by the insurer.

Please contact the Customer Services Section on 020 8356 2100 if you are thinking about letting your property or have done so already.  We will notify the insurance section accordingly.  Alternatively, if you need further information regarding the requirement of the buildings insurance policy, please contact the insurance section on 020 8356 2647. 

