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Dear Property Owner,
Let me thank you for making an enquiry with us. I do hope that you read through this guide. It will 
take you through the letting process from start to finish but if you have a question please pick up the 
phone to give me a call anytime. 

Downer & Co have been in Newbury since 1988. We have been helping Landlords, Tenants, Vendors and 
Purchasers aspire to, and achieve, their dreams. I believe being local is key to both Landlords and Tenants. 
Landlords especially are looking to create relationships with local property people and I feel nothing beats a 
local property manager who can provide a full end-to-end and personal service, understands the Landlord’s 
property and the Tenants, can keep their finger on the pulse in terms of new investment opportunities and 
can provide advice, and project management, of future improvements in line with market trends.

I also believe that the Landlords of West Berkshire rental properties are making positive contributions to 
Newbury and the people of West Berkshire. (I have two rental properties myself and even though there 
have been monumental changes to the industry I do intend to purchase more).  One of the things I like is 
the tactile nature of property; the fact that you can touch the bricks and mortar. I am uncomfortable about 
intangible investments such as Crypto currencies and whilst the FTSE has performed well over the past 20 
years there is still always that uncertainty of waking up one morning to find Nick Leeson has literally wiped 
away your life savings! 

It is widely recognised that the residential sales market will decrease over the coming years with the overall 
shift in supply and demand of housing stock being taken up by the private residential letting sector. The 
perceived stigma of renting is no longer the case, as it seems that the British are now beginning to accept 
a lifetime of renting. This is a very important consideration for both Newbury homeowners and Newbury 
Landlords as it will transform the way the Newbury property ladder looks in the future.

The National Housing Federation has described housing supply as ‘in crisis’… ‘More people are locked out 
of buying property, there’s a lack of money in social housing and it’s now much harder to get a mortgage’. 
Interestingly, 7 out of 8 renters polled by the Halifax (86% to be exact) refuse to sacrifice the quality of 
accommodation they currently live in to reduce the amount of rent they pay to save for a deposit. This is the 
crux and the real reason why people aren’t buying but renting… and why demand for renting will continue 
to grow in the future. 

This situation represents a fundamental shift towards a rental population. For many, renting property is now 
the only option. Without any social pressure and better-quality rental properties compared to a decade ago, 
we will become a nation of renters within the next generation, as the UK is becoming more like Europe, 
where renting is ‘the norm’. Who is going to supply all these properties to rent? Landlords! 

At Downer & Co we understand this shift and are actively helping our current and new Landlords building 
profitable, long term, secure investments and portfolios. If it is a one-off purchase or multiple acquisitions, 
we can give you knowledgeable advice on any aspect of the residential lettings market.

It is very much a balancing act of yield, capital growth and void periods when considering letting in this 
area. Every Landlord’s investment strategy is unique to them. If you would like a fresh pair of eyes to look 
at your portfolio, whether you are a private Landlord that doesn’t use a letting agent or a Landlord that 
uses one of my competitors – then feel free to drop in and let’s have a chat. What have you got to lose? 30 
minutes and my tea making skills are good! Oh, and before we meet, you can also follow my blog at www.
newburypropertynews.co.uk.

Sincerely, 

Lee
Lee Fenn-Tripp MARLA
Director - Lettings

T: 01635 523 880

E: leefenn-tripp@downer.co.uk

/lee-fenn-tripp

facebook.com/newburypropertynews

@newburypropnews

ADDRESS EMAILTELEPHONE WEBSITE BLOGENQUIRY

ADDRESS EMAILTELEPHONE WEBSITE BLOGENQUIRY
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The benefits of choosing Downer & Co
How will working with us benefit 
your business?
This is an extremely important question; you need 
to know that we will provide the same tenacity, care, 
and dedication to your business as you do.  You are 
placing your reputation in our hands, even if it’s just 
to help you find a Tenant.  

Commitment to your investment
Whatever your long-term investment goals, we’re 
committed to ensuring that you achieve each and 
every one of them.  With a big picture approach we 
draw on our expertise as well as industry insights to 
give you the information you need to make those 
important decisions.

Guidance and reassurance
As a new Landlord you may feel overwhelmed at 
times, and more experienced Landlords could be 
too close to the issue.  Whether you want to bend 
our ear, need some guidance on how to take that 
next step, or just simple reassurance that you’re on 
the right path, we’re here to listen.

Get facts not fiction
The truth, the whole truth, and nothing but the 
truth.  You haven’t got the time for an agent who 
isn’t frank in any given situation; you want and need 
the facts, even if they are not what you want to hear.

Probability review
Making a sustainable profit is essential for any 
business.  Working with our team, we can identify 
any efficiencies you can make to decrease your 
outgoings and put a smile on that bottom line.

Supporting your growth
Thinking of increasing your portfolio?  Our sales 
team’s record for finding our Landlords the right 
properties to expand their portfolio is impressive.  

Legally got your back
You will be kept up to date on any changes to 
legislation and regulations; what’s more, we’re 
backed by a team of solicitors who specialise in 
Landlord and Tenant law.  

It’s not all about you!
We want your tenant to feel happy and at home in 
the property that they rent.  Being firm but fair, we 

aim to provide them with the same level of service, 
care, and attention as we offer you.

Eyes on your portfolio
It’s no good managing your property from afar; our 
property managers actually visit your property and 
are therefore able to give you the accurate and 
detailed report you want.

We don’t let the dust settle
Being consistently proactive is just in our nature; we 
anticipate change and plan ahead accordingly.  This 
keeps you ahead of the game, where we know you 
want to be.

A helping hand
We’re here to help.  Your situation may not be new 
to us, but if it is, fantastic, we’re always up for a 
challenge.  With a team dominated by qualified 
Property Mark professionals, we’re a fountain of 
knowledge.

You may have set the bar, but we will always  
aim higher.
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The extreme importance of 
finding the right Tenant
A Tenant is the centre of your business; they are 
your client, who can deliver a wonderful experience 
or be a bitter pill to swallow. Why is finding the right 
Tenant so important?

Financial gains
You’re a Landlord, and you want to see a return on 
your investment, therefore all financial aspects of 
your portfolio need to be maximised.  The minimum 
you expect is that your rent is paid on time, and it is 
our responsibility to ensure that this happens.  Our 
team are very intuitive when it comes to finding a 
reliable Tenant, but the final say will always be yours.

Striving for longevity
Void periods are a drain on your finances; by 
providing a dependable and efficient service to 
your Tenants we can gain their trust and increase 
the probability of renewals.  However, renewal is 
not always an option, therefore we plan ahead to 
minimise the risk to you to ensure that we achieve the 
highest possible occupancy rates for your property.

Peace of mind
There is naturally going to be some wear and tear on 
your property during a tenancy, but no Landlord wants 
the stress of anything more.  We seek out Tenants who 
want to make your property their home, as by doing 
so they will take pride in where they live and treat 
your investment with the respect it deserves.

How do we find you such Tenants?
How and where we market not just your property 
but also Downer & Co itself, is crucial.  Increasing 
our brand awareness across all areas of West 
Berkshire and North Hampshire results in an ever-
growing database of actively-looking Tenants.  
Having our own marketing team sets us apart from 
other agencies, and means we can target where we 
market your property.

• Proven property bulletins
 Our property bulletins have a proven track record 

of reaching prospective Tenants.  Featuring a 
hand-picked selection of properties that best 
suit the audience, they are circulated to major 
local employers, corporate clients, and relocation 
agents, all of whom we’re in contact with regularly.

• Online presence
 Your property will be advertised online via our 

own website and also on Rightmove, Zoopla, 
and all of the major web portals as well as 
through our social media platforms.  This enables 
us to reach further afield and directly into the 
line of sight of a potential Tenant.

• Selling a home
 We take pride in how we market your property. 

We are selling Tenants a home, and therefore 
we want them to fall in love with it at first 
sight.  By providing Tenants with a number of 
internal photos as well as exterior, and detailed 
descriptions, we can make sure your property 
grabs their attention.

• There is always a place for tradition
 We continue to see results from advertising in 

local newspapers and publications.  In addition, 
one of our distinctive Downer & Co boards will 
be placed outside your property; this sign has 
the power to tap into one of the most effective 
advertising mediums there is: word of mouth.  

Our focus is always on working towards finding the 
right Tenant for you and your property, because 
with the right Tenant many of your expectations will 
be met and goals achieved.



Taking a closer look at our service
After your property has been marketed, what’s next?  Let’s take a 
closer look at some of the key elements of our service.

Viewings
We accompany every prospective Tenant on a 
viewing; this is an important part of the process.  
It gives us the opportunity to better understand 
the Tenant, answer their questions, listen to 
their feedback, and gauge their interest.  Being 
present at this point is crucial, and can increase the 
likelihood of receiving an offer on your property.

References
We don’t rely on referencing alone; from a Tenant’s 
first contact with our experienced team we are 
already assessing their suitability for your property.  
Prior to reserving a property or references being 
requested, we will interview your prospective 
Tenants.

Once they have passed our interview stage and 
you have been informed of their interest, it is your 
decision whether to proceed to the referencing 
stage or decline their offer.  A professional, 
independent, referencing company will carry out the 
referencing; this thorough process includes identity, 
financial, and credit checks.

In addition, you have the option of upgrading to a 
rent and legal protection policy, which is offered by 
our referencing company in association with leading 
insurers ARAG.  Our thorough process of finding 
and checking each Tenant minimises the risk of 
your rent not being paid, but sadly this cannot be 
guaranteed.  The rent and legal protection policy 
is the most effective way of securing your monthly 
rental income. Your negotiator will be able to 
provide you with full details of this service.

The Tenancy Agreement
This is your agreement for your property, and as such 
you may have specific clauses that you wish to add to 
the standard agreement, and perhaps others that can 
be omitted. With our extensive knowledge, and the 
support of our solicitors, we can help you to produce 
a bespoke tenancy agreement that meets your needs.  
To ensure a swift process we start working on your 
agreement whilst the referencing is taking place.

Moving in
Upon signing the legal agreement and associated 
documentation, your Tenant will be issued with all 
the relevant certificates and documents they are 
required to receive prior to starting their tenancy.

To ensure your interests are protected should 
there be a dispute regarding the condition of your 
property and its contents at the end of the tenancy, 
and to meet the requirements of the Tenant Deposit 
Scheme, we instruct an independent inventory clerk 
to produce a highly detailed report, which is signed 
by all parties.  This is a crucial service, and one that 
we provide to you at no extra cost.

The choice is yours
From here on in, the support we give you depends 
entirely on you.  Should you wish to manage your 
portfolio yourself, have your rent collected, or place 
it in our care, we are always on hand to support  
you through each and every tenancy.

We raise the bar with details
How we deliver the services described above is what 
sees us continue to raise the standard of lettings in 
Newbury.  Our desire to always find another notch 
of improvement strengthens our relationships with 
our Landlords, and helps you to establish a  
profitable and sustainable business.
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Other sources of information

The Newbury Property News blog
The Newbury Property News blog follows the 
Buy-to-Let market in West Berkshire centering 
around the bustling market towns of Newbury and 
Thatcham. You’ll find tips, guidance, legislation  
and analysis that relates specifically to these two 
towns. The blog can be found and read at  
www.newburypropertynews.co.uk

 

The Downer Guide to Buy-to-Let
The Downer Guide to Buy-to-Let is an invaluable 
source of information, whether you are starting 
your journey to becoming a Landlord or even if you 
are a seasoned investor. Packed full of information 
from finding the right mortgage to selling your 
property and capital gains taxation, it really is a 
go-to guide for all Landlords. Feel free to request a 
copy from the office.

www.downer.co.uk
Chartered Surveyors and Estate Agents

 

 
 CLAIM YOUR

FREE
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Are There Rules Regarding 
Contents Of A Property – Furnished/
Unfurnished?
No, there are no strict rules but both expectations 
and reality can vary in different areas of the country 
and even within different niche sectors within the 
local markets. Generally, a property offered as 
“fully furnished” will contain all the main fixtures, 
furnishings and fittings, white goods etc., plus 
standard crockery, cutlery, glassware, pots and 
pans etc. that would normally be used on a day 
to day basis. At the other end of the scale an 
“unfurnished” property would normally be provided 
only with such basics as carpets, curtains, light 
fittings and white goods.

Clearly, there are infinite variations between these 
two extremes. Therefore, the critical aspect, 
whether you are a Landlord or Tenant, is to make 
sure that everyone clearly understands which 
items are, or are, not included before finalising the 
Tenancy Agreement. 

What About Safety & Legal 
Regulations For Rented Property?
There are specific legal obligations and 
responsibilities on a Landlord about Fire safety for 
Furniture & Furnishings, Gas supply and appliances, 
Electrical wiring and appliances as well as legislation 
on who you rent your property to. Prior to letting 
your property, we will advise you regarding all 
relevant guidance concerning but not limited to the 
following regulations:

The Furniture and Furnishings (fire) (safety) 
Regulations 1988 as amended 1993
The ‘Gas Safe’ Regulations 1994 (Installations  
and Use)
Electrical Equipment (safety) Regulation 1994 & 
2016
The Low Voltage Electrical Equipment (Safety 
Regulations) 1989
Part ‘P’ Building Regulations (Electrical Safety in 
Dwellings) 
Building Regulations (Smoke Alarm) 1991 
Management of Houses in Multiple Occupation 
(England) Regulations 2006
The Smoke and Carbon Monoxide Alarm (England) 
Regulations 2015
Legionella assessments 
Immigration Act –Right to Rent 2014 & 2016

Construction (Design and Management) Regulations 
2012 & 2015
Energy Performance of Building Regulations 2007 
to 2012
MEES 2015, 2018 and 2023
The Tenant Fees Act 2019
Homes (Fitness for Human Habitation) Act
Client Money Protection Scheme
GDPR 2018
Deregulation act 2018

What About Insurance?
Landlords and Tenants should take care to review 
any existing policies when renting a property for the 
first time as some standard insurance products will 
either not provide cover, or might place restrictions 
on cover for rented property and/or its contents.
Failure to inform your insurer that you are renting/
letting a property could invalidate any subsequent 
claim. It is a Landlord’s responsibility to insure the 
building and his/her contents, fixtures and fittings. 
The Tenants are responsible for insuring their own 
possessions. There are various specialist insurance 
products available which are specifically designed 
for Landlords, Tenants and rented property, e.g. 
Buildings, Contents, Legal Expenses, Emergency 
Repair cover, Rental Guarantee cover etc. Please 
talk to your negotiator as Downer & Co have 
access to a broker who will be able to provide a 
competitive quote.

What About An Inventory/Schedule 
Of Condition?
Under guidelines published by the Tenancy Deposit 
Scheme, Landlords need to document the condition 
and contents of properties to protect their interests 
should a dispute arise. The Inventory is an essential 
document that provides a written benchmark of the 
condition of a property at the beginning of each 
new tenancy. A properly constructed Inventory/
Schedule of Condition details all fixtures, fittings, 
furnishings etc. and describes their condition and 
that of the property generally. Such a document 
should be seen as a necessary investment as it helps 
protect the interests of both Landlord and Tenant. 
Prior to your new Tenant(s) taking occupation of the 
property Downer & Co will instruct an independent 
Inventory clerk to produce a detailed condition 
report. The report will be signed and agreed by the 
Tenant at the commencement of the tenancy and 
will complete your pack of essential documents. 
This document is included in our fee. 

Questions & Answers for Landlords
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Is it Necessary to Inform the Bank/
Building Society?
Yes. Formal consent must be obtained from your 
bank/building society if you have a mortgage on  
the property.

Joint And Several – What Does 
That Mean?
Where there is to be more than one (adult) person 
living in the property, the tenancy will say they are 
“jointly and severally” responsible. This expression 
means that each Tenant is jointly and individually 
liable for the payment of all rents and all liabilities 
falling upon the Tenants during the tenancy, as well 
as any breach of the Agreement.  

What Happens If Either Party 
(Landlord Or Tenant) Unexpectedly 
Wishes To End An Existing Tenancy 
Early?
There are only limited ways in which this can 
happen. The Landlord cannot make the Tenants 
move out, nor can the Tenants lawfully walk away 
from their obligations to fulfil the contract. Either 
party might request of the other that a formal 
“surrender” of the tenancy be allowed. It would 
then be up to the parties to agree the terms and 
conditions of such surrender. This might include 
some financial compensation for inconvenience or 
costs incurred by either party.

How Often Can The Rent 
Be Increased?
In general terms, rent of an existing tenancy can 
only be increased once every twelve months. 
Where an Assured Shorthold Tenancy continues as 
a statutory periodic tenancy, a specific prescribed 
form (a Section 13 Notice) must be used to notify 
Tenants of a proposed increase in the rent.

It is usual, if creating a longer fixed term tenancy at 
the outset, or one with a binding option to renew, 
to include a clause that allows for an increase of the 
rent on an annual basis, typically linked to, or as a 
multiple of, the Retail Price Index (RPI) or similar. 

Repairs & Maintenance Issues 
A Landlord, in very general terms, has a legal 
responsibility to repair the structure and exterior of 
the property, including drains, gutters and external 
pipes; to keep in working order the installations 
for the supply of gas, electricity and water; and, 
for the installations for the provision of spatial and 

water heating. The Landlord also has other legal 
responsibilities relating to the safety of such items as 
gas, electricity and furnishings as well as the general 
standard or fitness of the property for habitation.

A Tenant has an express covenant to act in a 
“tenant-like manner”. Broadly, this means to report 
disrepair promptly, to take reasonable steps to 
ensure that neither the Tenant nor guests damage 
the property or its fixtures and fittings. In addition, 
to do the minor day to day things any home-
occupier would normally do e.g. replace light 
bulbs, fit a new battery in a smoke or CO detector, 
tighten the odd screw which has come loose on a 
door handle etc, to keep the property reasonably 
warm and aired to help prevent condensation or 
freezing of pipes, to leave the property secure when 
absent from it, to keep the garden and other areas 
reasonably tidy and free from rubbish. 

Taxation Issues
There are certain taxation issues that relate to 
rental properties, especially if you are an overseas 
Landlord. Please ask us about the NRL1 form and 
refer to your accountant or speak to the local tax 
office on how these issues are relevant to your 
personal circumstances. 

General
Rental income and security deposits are handled 
or held by Downer & Co exclusively through a 
separate client account.  Rental income is allocated 
immediately and security deposits are held until the 
termination of a tenancy, under the provisions of the 
lease.  All our client funds are protected under an 
insurance scheme regulated by Propertymark.  This 
ensures that any clients’ funds are safe at all time.  
In addition our clients’ funds are subject to regular 
scrutiny by the company’s auditors.  Downer & Co 
pay an annual premium to ensure this safeguard 
for our clients and we know that this gives an 
exceptional level of  service & comfort to our clients 
and Tenants.

Complaints procedure
In the event of a complaint you will be reassured 
to know that Downer & Co operates a Complaints 
Handling Procedure, and this includes the ability for 
redress by The Property Ombudsman, of which we 
are a Member. 



Downer & Co fee structure

Fee structure
In the case of managed and non-managed 
services the initial fee will include all marketing, 
accompanied viewings, EPC’s, checking of 
prospective Tenants references, preparation of legal 
tenancy agreements and the independent inventory. 
It will also include serving of all correct notices to 
terminate the agreement, the checkout inventory 
and subsequent report. Our initial fee will be settled 
from the first month’s rent collected and you will 
be accounted to in respect of the balance. It is 
important to remember there are no hidden charges 
or costs.

Fees quoted include VAT at the prevailing rate 
(currently 20%). This rate may change in line with 
government policy.

Non managed
If it is your intention to manage the property 
yourselves our fee for the initial setting up of the 
tenancy is calculated at 90% inc VAT of the first 
month’s rent collected.

Rent collection/Part managed
If you would prefer to consider our rent collection 
only service then our arrangements are as detailed 
within our non-managed service. However, with 
effect from the second month of the tenancy our 
commission to collect the rent on your behalf 
throughout the tenancy will be calculated at 7.2% 
inc VAT and it will be our responsibility to take all 
reasonable and proper steps to collect the monthly 
rent payable in accordance with the provisions of 
the 1988 Housing Act as amended by the 1996 
Housing Act.

Gold managed
Provides you with outstanding management, 
complete peace of mind, and has been regularly 
updated and improved since 1988. Our fee for the 
initial setting up of the tenancy will be 60% of one 
month’s rental inc VAT. With effect from month 
two of the tenancy the ongoing management 
will be 14.4% inc VAT per calendar month. Your 

first month’s management is Free Of Charge. 
The property will be regularly inspected and any 
routine repairs attended to in accordance with your 
instruction detailed within our Essential Information 
Form. Emergency repairs will be attended to in 
accordance with our standard procedures. Also, 
in accordance with our standard management 
procedures we would ask for your consent to retain 
£100 on account in order that minor maintenance 
repairs may be instigated on your behalf. 

Platinum managed
Reflects our desire to be different and to be 
the best.  We find that some Landlords like the 
additional financial stability that this provides. Our 
fee for the initial setting up of the very first tenancy 
will be 60% of one month’s rental inc VAT. With 
effect from month two of the tenancy the ongoing 
management will be 16.8% inc VAT per calendar 
month. Under the Platinum service you will never 
have to pay a ‘set-up fee’ again. 

Refurbishment and repairs 
The Management fee includes arranging for minor 
repairs to be carried out. Please note that £100 
will be held on account without interest to enable 
contractor’s invoices to be paid promptly. If for any 
reason substantial repairs or refurbishment more 
than our service agreement are required then we 
would at your instruction obtain estimates and 
supervise the works, and a fee of 18% inc VAT of the 
total cost will be charged.

Renewal
If it is your intention to renew the tenancy 
agreement with a new fixed term agreement then 
to cover the associated administration and legal 
document cost there will be a charge of £120 inc 
VAT. This service is free to our Landlords who use 
our management services, and costs just £60 inc 
VAT for rent collection/part managed clients.

Downer & Co. have specialised in Residential Lettings & Property Management since 1988, longer than any 
other Newbury Agent. We realise that successful Property Investment relies on a flourishing relationship 
between Landlords and Tenants.  Yes, you the Landlord are our client, but we will always go out of our way 
to work constructively with your Tenant since we have learnt that this is best in your long-term interest. 
Over the years we have listened to what our Landlords and Tenants have said; our Management Services 
are the direct result of this huge input, and we believe they are unique.

Chartered Surveyors and Estate Agents
www.downer.co.uk



Platinum Managed
In respect of rent and legal protection, the ‘Platinum Landlord’ insurance scheme offers rent and legal protection up to twelve monthly rental payments, £10,000 of 
rent, or vacant possession.  In addition there is £25,000 worth of legal expenses cover.  In respect of this cover, a landlord would reimburse us should they terminate 
the management with Downer & Co for any reason, other than at the end of each twelve-month period.  This is because we will have paid for the policy in advance.
Our management fee for the Platinum Service will become payable at the beginning of month two.  It will then be payable for every month during which the property 
remains ‘Let’, but will not be charged during void periods.  At the commencement of the first tenancy you will be charged 60% inc VAT of the first month’s rent.
We will pay for a professional and comprehensive first clean of your property.  At any subsequent tenant change the outgoing tenant will be obliged, at their expense, 
to provide a similar level of cleaning throughout.  We ask that your property be made first available in a domestically clean condition.

NON-MANAGED PART MANAGED/ 
RENT COLLECT GOLD-MANAGED PLATINUM- 

MANAGED

90% of 1st 
month’s rent 

inc VAT

72% of one 
month’s rent + 

7.2% pm inc VAT

72% of one 
month’s rent + 

14.4% inc VAT from 
month 2

See below +
16.8% inc VAT 
from month 2

Fully compliant Peace of mind Outstanding 
management

The service that 
defines us

On-site market appraisal with report (RICS & ARLA compliant) 3 3 3 3
Advice on appropriate legislation 3 3 3 3
Advice on ensuring that your property lets swiftly 3 3 3 3
Dynamic marketing of your property 3 3 3 3
Email alert to prospective tenants 3 3 3 3
Distinctive ‘To Let’ boards 3 3 3 3
Mortgage advice 3 3 3 3
Production of an EPC 3 3 3 3
Accompanied viewings 3 3 3 3
Weekly updates on marketing and viewings 3 3 3 3
Independent tenant referencing and comprehensive report 3 3 3 3
Right to rent checks 3 3 3 3
ARLA-approved tenancy agreements 3 3 3 3
Witness signature and exchange of legal documents 3 3 3 3
Independent inventory at the start and end of the tenancy 3 3 3 3
Secure deposit protection and certification 3 3 3 3
An annual reminder letter for gas and electricity safety checks 3 3 3 3
Organise pre-tenancy cleaning and preparation 3 3 3 3
Key-holder services throughout the tenancy 3 3 3 3
Arrange for any additional keys to be cut 3 3 3 3
Annual rent review 3 3 3 3
Section 21 Notices (Termination) 3 3 3 3
Section 13 Notices (Rent Increase) £60 inc VAT 3 3 3
Negotiate and produce renewal tenancy agreement inc rent increase, re-register 
deposit, right to rent checks and serving correct pre-tenancy documentation. £120 inc VAT £60 inc VAT 3 3
Notify utility providers £36 inc VAT 3 3 3
Collect, remit, monitor, and account for monthly rents via BACS, 3 3 3
Pay and account for property charges, ground rents etc. 3 3 3
Annual accounts report for tax returns 3 3 3
Quarterly inspections and reports £60 inc VAT per 

inspection 
£36 inc VAT per 

inspection 3 3
Arrange annual gas and electrical safety checks, and the servicing of gas and 
oil appliances 3 3 3

24/7 emergency contractor 3 3
Arrange routine property repairs and maintenance 3 3
Negotiate the check-out and deposit return 3 3
Rent and legal protection provided by ARAG (per year) £228 inc VAT £19pm inc VAT £19pm inc VAT 3
Management of repairs work (per job) £90 inc VAT £60 inc VAT 3 3
Professional and comprehensive first clean of the property up to a total cost 
of £300 3
A guarantee that there will never be additional ‘Re-let’ fees on your property.  
The management fee is the only recurring charge you will pay to Downer & Co. 3

How can we 
support you?
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Client Testimonials

“ …A popular independent estate agent in Newbury. We have used them in the past 
as tenants and also currently as a landlord. The lettings dept managed by Lee, 
have a can-do attitude. Their administration is exceptional, and tenant relations 
professional. Fully recommend them.
Ms C Watkins - Landlord.

…I have been delighted with your service so far and would 
very much like to continue to rent through yourselves… 
G White - Tenant.

…Downer & Co are a fantastic company who remember 
that customer service is key and I’m delighted to 
recommend them. Nothing was too much and the help 
and advice they gave me was invaluable. They are really 
knowledgeable and know their market place inside out… 
Mr M Bartholomew - Landlord.

…Downer and Co were recommended 
to me by a friend. What a good 
recommendation this has proved to 
be. I engaged with Downer & Co to 
provide their non-managed services to 
find a tenant and make all the necessary 
arrangements. Lee and the team are 
clearly a professional outfit. Viewings 
commenced within a few days of my 
first contact, and tenants were found 
and arrangements put in place to 
commence the let in accordance with 
my target date. Communication was 
prompt throughout and all members of 
Downer & Co were always helpful. This 
relationship is likely to be long term 
and I would not hesitate to recommend 
Downer & Co to other landlords……. 
Mr J Nash - Landlord. 



Chartered Surveyors and Estate Agents
www.downer.co.uk

“
A long overdue note to thank 
you for all your patience, 
efforts and understanding 
in dealing with our planned 
investment… 
P White - Landlord.

…You have been incredibly 
helpful and thoughtful as a 
management company and we 
would certainly recommend 
Downers to any one else…. 
A & B Quinn - Tenant.

…Downers were recommended to me by a friend. Having never rented out a property 
before, I was unsure of all the steps that I needed to take and how to get started. 
From my initial meeting with Lee and his in depth knowledge of the industry and local area, 
right through to the admin backup in the office, Downers made the whole end to end process 
from the property marketing to selecting the most appropriate tenant very simple and very 
easy to understand which was greatly appreciated. I would have no hesitation whatsoever in 
using Downers again or recommending them to any prospective Landlords….. 
Mr N Briggs - Landlord. 

…I have been a customer of Downer & Co for 5 years and would 
highly recommend them. 
I first met Lee when I was looking for an agent to rent my 
apartment and found him professional, down-to-earth and reliable. 
Lee has remained as an overall point of contact if ever I need to 
discuss anything with him and the rest of the team consistently 
provide an efficient and professional service.
Since Downer & Co have managed my property, they have done 
exactly what a letting agency should do; they have ensured my 
property is permanently let, they have given me excellent advice 
on which tenant to select and they make reasoned, helpful 
suggestions. When things need addressing such as the inevitable 
maintenance issues, they get them sorted with the minimum 
of fuss and cost. Further, the only occasion when I had reason 
to make a query, it was quickly handled in a professional and 
satisfactory way that made me feel I was a valued customer.  
In short, if I had another property in the area that I wanted letting, 
I would have no hesitation placing my business with Downers…… 
Mr A Logan - Landlord.



Helpful Numbers
West Berkshire Council 01635 551111

Basingstoke and Dean 01256 844844

Oxfordshire County Council 01844 351712

Newbury Police 0845 850 5505

Citizens Advice Bureau 08444 779 980

Newbury Racecourse 01635 40015

Corn Exchange 0845 5218 218

Thames Water 020 3577 9963

British Gas 0800 0480202

EDF 0800 0565927

EON 0800 0510760

N Power 0808 4560056

Scottish Power 0845 4081641

Southern Electric 0800 9802475

British Telecom. 0800 800 150

Talk Talk 02034 171 000

Virgin Media 0845 840777

SKY 0333 1000 333

TV Licensing 0300 790 6131
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I hope that you have found this guide to be useful and  
we wish you all the best in your future career as a Landlord. 

If at anytime we can be of any help then please call us on 
01635 523880
Follow our Blog on www.newburypropertynews.co.uk
Connect with Lee on Linkedin. 

Follow us on Facebook or Twitter or pop in to our office on   
Cheap Street in Newbury for a coffee.

44 Cheap Street, Newbury,  
Berkshire RG14 5BX

T: 01635 523 880

E: lettings@downer.co.uk

/lee-fenn-tripp

facebook.com/newburypropertynews

@newburypropnews
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