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Lettings service instruction form 
 

Full property address:           
 
Owners name:            
 
Correspondence address:                                                    
   

          
 
          

 
Home tel no:            
 
Work tel no:            
 
Mobile tel no:            
 
Email:             
 
Other Contact Details: (in the event we are unable to contact you please provide details of 
someone else we can contact) 
 
Contact name:       Tel. no. __________________________ 

BANK DETAILS 

 
Name and address of bank:          
 
             
 
Postcode:                                                                                                  
 
Your name as it appears on account :         
 
Account number:           
 
Sort code:            
 
 

****Please note: Landlords will be paid their deposits received minus the 
Philip James Lettings fee on the 18th of the month AFTER the property has 
been let by cheque or bank transfer. ***** 
 

 



 

 
CONFIRMATION OF PROPERTY DETAILS 
 

Rent:             
 
Deposit:            
 
Available from:           
 
 Property type:         (If applicable) which floor:     
 
I would like a wall board/garden board erecting:       
 
No. of Bedrooms:  Lounge/Dining:  No. of Bathrooms: 
  
No. of Double bedrooms:  No. of Single bedrooms:   
 
Kitchen: Fitted Base / Wall Units               Fully Fitted / Integrated Appliances  

  Dishwasher      Washer/Dryer       Dining table 
 
Bathroom: Electric Shower  Built In / Piped Shower  No shower 
 
Internet/Broadband:           Alarm:         Is property to be Furnished or Unfurnished?              
Parking:  Location       No. of spaces                 
 
Outside Space: (gardens, terrace, patio, balcony etc)       
           
             
 
Additional Information: (new kitchen? recently decorated? etc) 
             
 
             
 
Details for arranging a viewing:         
 
It is agreed that by signing this form you commit to paying Philip James Partnership a fee 
equivalent to £50.00 + VAT for each bedroom Philip James Partnership let on your behalf.  
This fee is payable upon you agreeing to a tenant found by the Philip James Partnership. 
Whether directly or indirectly linked to said property.  
 
*******It is also agreed that should you sign tenants up that we have introduced you to, you are 
liable for their agency fees also should they refuse to pay them***** 
 
All responsibility lies with the landlord with regards to current legislations & regulations 
including the licensing of your property.  
 
I       confirm that I have provided you with correct 
details relating to my property and I agree to your terms and conditions provided. 
 
Sign:      
 
 
Date:      
 
 
Thank you for choosing Philip James partnership in assisting you to let your property.  


