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AGENCY AGREEMENT 
 

 TERMS AND CONDITIONS - LETTING AND MANAGEMENT 
 
 
This Agreement is made between The Owner/s of the property or properties named at the end of this 
Agreement or listed in the attached Schedule of Properties, hereinafter called "The Client", and the 
Focal Point Estates LLP acting as Agent for The Client, and hereinafter called "The Agent". 

 
1.  DEFINITIONS. 

 
1)  The following expressions shall have the following meanings: 

i.     “Agent” means Focal Point Estates LLP whose correspondence address 
and whose registered office is; 123 Kettering Road, Northampton, NN1 4AZ; or any 
permitted assigns; 

ii.     “Client” means any person, sole trader, partnership or company, who purchases 
Services from The Agent; 

iii.     “Service” means the agency service as described in this Agreement; 
iv.     “Property” means property which belongs to The Client and is to be let by The Agent; 
v.     “Tenant” means the person contracted to let the Property from The Client; 
vi.     “Tenancy” means the period for which the tenant is contracted to rent the property; 
vii.     “Fees” means the commissions or other sums of money due to The Agent from The 

Client for providing the Services; 
viii.     “Deposit” means the sum of money retained by The Agent from the Tenant for the 

period of the Tenancy to cover any dilapidations. 
ix.     “Terms and Conditions” means the terms and conditions of supply of Services as set 

out in this and any subsequent terms and conditions agreed in writing by The Agent; 
x. “Agreement” means the contract between The Agent and The Client for the provision 

of the Services incorporating these Terms and Conditions; 
xi.     “Arbitrator” is the party nominated to resolve a dispute between The Agent and The 

Client. 
xii.     ‘Plus VAT’ means the prevailing rate of VAT will be added to the fee or commission 

due. 
 
2.  THE SERVICE 

 
1)  Providing a rental valuation of the property, and offering advice as required. 
2) Advertising as necessary, selecting Tenants, arranging/carrying out viewings, obtaining 

references, dealing with negotiations. 
3)  Preparing and signing as Agent for The Client a suitable tenancy agreement in accordance with 

current law. 
4)  Preparing an inventory and schedule of condition. Additional charges may be made for this; see 

4. (4). 
5)  Providing meter readings for utility service accounts upon change of Tenants. 
6)  Collecting and holding a security deposit in accordance with current legislation. 
7) Receiving on-going rental payments, preparing and forwarding to The Client and/or their 

accountant financial statements on a monthly basis, and remitting the balance of rental payments 
within one month of the due date, provided the same shall have actually been received. 

8)  Making  payment  of  certain  regular  outgoings  provided  The  Agent  has  agreed  to  do  so 
separately in writing and that sufficient funds are held in credit by virtue of paragraph 7) above.
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9)  Advising on and ensuring compliance with the Gas Safety (Installation and Use) Regulations 
1998 with regard to the inspection, maintenance, and keeping of records in respect of  gas 
appliances in tenanted premises, The Client being responsible for all costs involved. 

10) Advising  on  and  ensuring  compliance  with  the  Furniture  and  Furnishings  (Fire)  (Safety) 
Regulations 1988 (amended 1989, 1993 & 1996) with regard to minimum fire resistant 
standards of specified items supplied in the course of letting property, The Client being 
responsible for all costs involved. 

11) Advising on and ensuring compliance with the Electrical Equipment (Safety) Regulations 1994 
and other relevant legislation with regard to the condition and safety of electrical equipment 
and appliances in tenanted premises, The Client being responsible for all costs involved. 

12) Advising on and ensuring compliance with the Disability Discrimination Act 2005 with regard to 
the property, The Client being responsible for all costs involved. 

13) Advising on and ensuring compliance with the Housing Health and Safety Rating System 
(HHSRS) regard to the property, The Client being responsible for all costs involved. 

14) Inspecting  the  property  periodically  to  ensure  compliance  with  the  terms  of  the  tenancy 
agreement and any other relevant legislation. 

15) Arranging any repairs, maintenance or replacements to the property or contents which come 
to, or are brought to The Agent's notice, and which The Agent considers necessary, up to an 
estimated cost of £150 ex. VAT, (or such other amount as shall be agreed in writing) for any one 
item or job, without reference to, or instruction from, The Client; The Client being responsible for 
the cost involved. Where the estimated cost exceeds £150 ex. VAT, The Agent will seek 
instruction from The Client or their nominated representative. The Client may elect to instruct The 
Agent to arrange the necessary work and is responsible for all costs incurred by The Agent in the 
course of arranging and paying for such work or replacement. Or, The Client may instruct, 
supervise and pay an alternative contractor of their choice. Where contractors are instructed by 
The Agent, the total cost of the work, may include an administration charge levied by The Agent. 
This will be 10% of the value of the contractor’s net invoice, but such administration charges may 
not exceed £100. 

16) Taking  appropriate  initial  action  in  the  event  of  rent  arrears  or  any  other  breach  of  the 
agreement by The Tenant. Where such arrears or breach persists, The Agent will inform The 
Client or The Client's nominated representative, who will be responsible for taking any further 
action and for any cost incurred. 

17) Liaising with The Tenant on a routine basis, arranging renewals of the agreement or check- 
outs, re-advertising and re-letting to new tenants as appropriate. 

 
3.  GENERAL TERMS 

 
 

1)  If a mortgage exists on the property, The Client must obtain the lender's consent to let. 
2)  If The Client is a leaseholder the terms of the lease must be checked and any necessary 

consent obtained to let. 
3)  The  Client  must  ensure  that  adequate  cover  exists  under  both  building  and  contents 

insurance, and must inform the insurers that the property is to be let. 
4)  The Agent's Service does not include supervision of the property whilst unoccupied although 

visits may be made by staff in the process of re-letting. 
5)  The Client hereby agrees to ratify all lawful actions taken by The Agent under this Agreement. 
6)  It is hereby agreed that The Agent may deduct from rental received all fees commissions 

charges and expenses payable or reimbursable to The Agent under the terms of this Agreement. 
7)  The Agent will not accept responsibility for frost or cold weather damage to water systems or 

subsequent damage caused thereby at any time, and The Client should therefore ensure that 
such risks are covered by insurance. It is recommended that adequate arrangements are made 
with a third party to protect water systems from cold weather. 

8)  Where The Client is resident in the UK income tax on rental from property is entirely The Client's 
responsibility. However, where The Client is deemed to be resident overseas, unless exemption 
has been agreed, The Agent must deduct tax from rental received and forward the same to the 
Inland Revenue.
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*Delete and sign as applicable: 
•    *I/we declare that I am resident in the UK and responsible for my own income tax. 

 
 

YES  NO    client’s signature……………………….............. 
 
 

• *I/we declare that I am resident abroad and appoint Focal Point Estates LLP to 
deduct and forward to the Inland Revenue tax earned from my property. 

 
 

YES  NO    client’s signature…………………………………. 
 
 

9)  Whilst The Agent shall use their best commercial judgement in the selection of tenants and the 
execution of their Service hereunder, The Agent shall not under any circumstances be liable 
for non-payment of rent or any other outcome of the tenancy or for any legal costs resulting 
therefrom. Insurance policies are recommended to cover such risks. 

 
 

10) This Agreement will remain in force until terminated by service of notice by one party on the 
other as laid out in 5. TERMINATION, provided that The Agent may terminate this Agreement 
forthwith and without service of notice in the event of any action or omission by The Client or The 
Client's representative which frustrates the continued performance of The Agent's Service 
hereunder. 

 
4.  FEES & COMMISSIONS 

 

(1) Letting  Fees:  A  Letting  Fee  of One  Hundred and Ninety Nine  Pounds  plus  VAT,  is  payable  
for  each  first instruction, or in the case of a property taken into management with a sitting tenant, 
for the first subsequent re-let of that property. The Letting Fee payable for all other subsequent re-
lets to new tenants, in the case of properties already subject to The Agents management is 
One Hundred and Ninety Nine pounds plus VAT. 

 

(2) Administration Fees: An Administration Fee of One Hundred Pounds plus VAT is payable on the 
occasion of any and each renewal of an existing agreement. 

 
(3) Management Commission: A Management Commission is payable each month, per property 

managed. This is equal to 8% of the monthly rent, plus VAT, as agreed with The Clients tenants. 
 
 

(4) Preparation of Inventory Fee: In the case of unfurnished properties, charges for preparation of an 
inventory and schedule of condition are included in the letting fee. In the case of furnished 
properties, there will be a  charge of  Fifty Pounds  plus  VAT,  per hour  spent compiling  the 
inventory (including office time), with a minimum charge of Fifty pounds plus VAT. The Agent will 
be pleased to provide an estimate upon request. 

 

(5) Sale of Property Commission: In the event of a tenant, or prospective tenant introduced by The 
Agent completing the purchase of the property at any time, a commission will be payable by The 
Client to The Agent equivalent to one per cent (1%) of the selling price, plus VAT. 

 

(6) Handover at Termination of Contract Fee: The Client will pay The Agent a fee to cover the cost of 
the administration of a handover of information and/or files and documents to The Client or 
other party appointed by The Client, in the event of The Client terminating this Agreement. The 
fee charged is agreed at £50, plus VAT per property, subject to a minimum fee payable of £200 
plus VAT. 

 
5. TERMINATION 

 
(1) The  Client  is  required  to  give  The  Agent  Four  Months  written  notice  to  terminate  this 

Agreement. 
(2) The  Agent  is  required  to  give  The  Client  Four  Months  written  notice  to  terminate  this 

Agreement.
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(3) The Client may terminate the Agreement if The Agent fails to comply with any aspect of these 
Terms and Conditions and this failure continues for a period of 8 Weeks after notification of 
non-compliance is given. 

(4) The Agent may terminate the Agreement if The Client has failed to make over any payment 
due within 28 Days of the sum being requested. 

(5) Either party may terminate the Agreement by notice in writing to the other if: 
i.  the other party commits a material breach of these Terms and Conditions and, in the case 

of a breach capable of being remedied, fails to remedy it within a reasonable time of being 
given written notice from the other party to do so; or 

ii.  the other party commits a material breach of these Terms and Conditions which cannot 
be remedied under any circumstances; or 

iii.   the other party passes a resolution for winding up (other than for the purpose of solvent 
amalgamation or reconstruction), or a court of competent jurisdiction makes an order to 
that effect; or 

iv.   the other party ceases to carry on its business or substantially the whole of its business; 
or 

v.  the other party is declared insolvent, or convenes a meeting of or makes or proposes to 
make any arrangement or composition with its creditors; or a liquidator, receiver, 
administrative receiver, manager, trustee or similar officer is appointed over any of its 
assets. 

vi.   In the event of termination The Client must make over to The Agent any payment for work 
done and expenses incurred up to the date of termination. 

vii.  Any rights to terminate the Agreement shall be without prejudice to any other accrued 
rights and liabilities of the parties arising in any way out of the Agreement as at the date of 
termination. 

 
6. WARRANTY 
Both parties warrant their authority to enter into this Agreement and have obtained all necessary 
approvals to do so. 

 
7. LIMITATION OF LIABILITY 
Nothing in these Terms and Conditions shall exclude or limit the liability of The Agent for death or 
personal injury, however The Agent shall not be liable for any direct loss or damage suffered by The 
Client or any third party howsoever caused, as a result of any negligence, breach of contract or 
otherwise in excess of the sum insured under the professional indemnity insurance policy held by 
The Agent in the insurance year in which The Client’s claim is first notified. 

 
8. INDEMNITY 
The Client shall indemnify The Agent against all claims, costs and expenses which The Agent may 
incur and which arise directly or indirectly from The Client’s breach of any of its obligations under 
these Terms and Conditions. 

 
7. FORCE MAJEURE 
Neither party shall be liable for any delay or failure to perform any of its obligations if the delay or 
failure results from events or circumstances outside its reasonable control, including but not limited to 
acts of God, strikes, lock outs, accidents, war, fire, breakdown of plant or machinery or shortage or 
unavailability of raw materials from a natural source of supply, and the party shall be entitled to a 
reasonable extension of its obligations. 

 
8. ASSIGNMENT 

(1) The Client shall not be entitled to assign its rights or obligations or delegate its duties under 
this Agreement without the prior written consent of The Agent. 

(2) The Agent may assign its rights or obligations or delegate its duties under this agreement 
without the prior consent of The Client. 

 
9. THIRD PARTY RIGHTS 
Nothing in these Terms and Conditions is intended to confer, nor do they confer, any rights on a third 
party.
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10. SEVERANCE 
If any term or provision of these Terms and Conditions is held invalid, illegal, or unenforceable for 
any reason by any court of competent jurisdiction, such provision shall be severed and the remainder 
of the provisions hereof shall continue in full force and effect as if these Terms and Conditions had 
been agreed with the invalid, illegal or unenforceable provision eliminated. 

 
11. WAIVER 
The failure by either party to enforce at any time or for any period any one or more of the Terms and 
Conditions herein shall not be a waiver of them or of the right at any time subsequently to enforce all 
Terms and Conditions. 

 
12. NOTICES 
Any notice to be given by either party to the other as part of any statutory legal process must be 
served by personal service or Royal Mail First Class Post to the correspondence address of the other 
party. If delivered by personal service, proof of such service is required. If by post then both proof of 
posting and proof of delivery shall be required. Any other written communication may be by email, 
fax, personal service or by post to the address of the other party or such other address as such party 
may from time to time have communicated to the other in writing, and if sent by email shall, unless 
the contrary is proved, be deemed to be received on the day it was sent. If sent by fax it shall be 
deemed to be served on receipt of an error free transmission report, if given by letter it shall be 
deemed to have been served at the time at which the letter was delivered personally or if sent by 
post it shall be deemed to have been delivered in the ordinary course of post. 

 
13. ENTIRE AGREEMENT 
These Terms and Conditions supersede any previous agreements, arrangements, documents or 
other undertakings either written or oral. 

 
14. GOVERNING LAW 
These Terms and Conditions shall be governed by and construed in accordance with the law of 
England and Wales and the parties hereby submit to the exclusive jurisdiction of the England and 
Wales courts. 

 
15. SIGNATURES OF THE PARTIES  * Delete as applicable 

 

I/we* confirm that I/we* have read and accept the terms of this Agreement and wish to appoint The 
Agent to act on my/our* behalf. I/we* further confirm that I am/we are* the sole owner/joint owners* of the 
property described below. 

 

See attached Schedule for list of multiple properties. 
 
 

Signed by The Client(s):  (IF PROPERTY IS JOINTLY OWNED ALL PARTIES SHOULD SIGN) 
 

Client 1 …………………………………………………Date………………. 

Print Name…………………………………………….. 

Client 2………………………………………………….Date……………… 
 
 
Print name……………………………………….......... 

 
 
 
Signed for Focal Point Estates LLP:   ……………………………………………..Date……………….. 

Print Name……………………………………………..        Position……………………………..………….. 
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16. Bank Account Details: 

  Bank:___________________________________________________________________________                                                                                                          

Account No:______________________________________________________________________      

Sort Code: ______________________________________________________________________      

Account: ________________________________________________________________________     

Name:__________________________________________________________________________      

 

17. Client Details: 

Name/s: _________________________________________________________________________      

Address: ________________________________________________________________________ 

________________________________________________________________________________        

 

Telephone:______________________________________________________________________      

Email/s_________________________________________________________________________      

 

18. Schedule of Properties: 

Address:                                                                                                                     Date Added: 


