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 INTRODUCTION TO SAMUEL WOOD 
 

 

 
 

Samuel Wood specialises in Residential Property throughout Shropshire, North Herefordshire and 

Welsh Borders.  Founded in 1994, the company ethos is to offer expert, honest and 

straightforward advice whilst providing industry leading customer service. 

 

Lettings and Property Management has always been at the very core of our business and we 

currently let and manage an extensive portfolio of properties throughout Shropshire and the 

Welsh Borders.  Our senior Lettings and Management team have over 70 years combined 

professional experience of the business and are well respected for their knowledge, 

professionalism and getting the best results for our customers.  Our team are all ARLA 

Propertymark members or in the process of obtaining membership and attend regular courses to 

ensure they are fully up to date with the latest industry legislation. 

 

Samuel Wood are members of the Propertymark Association of Residential Letting Agents, The 

Property Ombudsman and the Tenancy Deposit Scheme. 
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WHY SAMUEL WOOD? 
 

 

We understand that every client has a choice and that in a competitive market place a business really needs 

to offer ‘something more’ to stand out from the crowd.  Through our experience gained over many years 

and with changes in technology, we have redefined our service to ensure that our customers receive the 

most effective and comprehensive solutions to their requirements.  When you entrust Samuel Wood with 

the letting and management of your property, you can rely on a professional and comprehensive marketing 

package that will enable your property to achieve the widest exposure to the most suitable applicant 

profiles.  We understand that you want an agent that above all else you can trust to do the best for you and 

protect your interests and investment.  No one will look after your home or investment like Samuel Wood. 

 

  

“Thank you so so so 

much!!! I can’t speak 

highly enough of you and 

Samuel Wood.  I have 

loved renting from you 

and I loved the little 

cottage. Wishing you all a 

happy 2018 and thank 

you for all that you have 

done for me.“ Mrs W 

“Thank you all for the excellent 

service that you all have 

provided. I have never 

experienced the rental market 

before, as a tenant, you made it 

a very pleasant experience.“ GH 

 

“Following on from 

your wonderful help 

arranging a property 

for my brother, I have 

been singing the praises 

of Samuel Wood. Many 

thanks and kind 

regards.“MissB 

 

“Thank you for help and support during 

our tenancy. Help which we received was 

invaluable and helped us believe that 

Samuel Wood was the right choice.“ CP 
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MARKETING 
 

 

When you choose Samuel Wood, our team will provide a tailor made and highly focused marketing 

campaign which will include photographs and floor plans.  

 

 

Advice on Presentation & Legislation 

Sometimes just the smallest tweak can be the 

difference to ensure we achieve a premium rent 

and attract a top quality tenant. We shall be 

pleased to advise you on any improvements or 

changes that would make your property more 

desirable to prospective tenants and what 

furniture may or may not be appropriate.  We will 

also be pleased to advise as to your 

responsibilities under the law in such matters as 

Gas and Electricity safety checks and furniture 

fire retardation. 

 

Dedicated Software System 

Our industry leading marketing and property 

management software system allows immediate 

matching of properties with prospective tenants. 

 

Online Presence 

Your property will feature on Samuel Wood’s 

dedicated website www.samuelwood.co.uk and 

also a host of major web portals including 

Rightmove and onthemarket.com 

 

Publication Advertising 

Despite the prominence of internet based 

marketing we still believe that print has a place in 

any marketing campaign and feature 

advertisements in a variety of publications. 

 

PR 

We retain the services of a PR company to allow 

specialised marketing exposure where required 

and this includes the Samuel Wood wall where 

we can further showcase our clients property.  

We also utilise social media including Twitter and 

Facebook to widen our reach as customer habits 

evolve in how they search and find property. 

 

Accompanied viewings 

We accompany all prospective tenants’ viewings 

and ensure that your property is left properly 

secured after each appointment and always try 

where possible to get to the property beforehand 

to make sure it’s showing at its best. 

 

Feedback during Marketing 

We understand that effective communication 

during the marketing process is vital for all 

concerned and our landlords receive feedback 

after tenant viewings and weekly updates on our 

marketing progress. 

 

Pre Tenancy Negotiations 

We will conduct all negotiations with prospective 

tenants on your behalf and make sure that you 

are presented with a comprehensive profile of 

any interested party. Our prime goal is always to 

present you with the most suitable tenant at the 

best possible price and favourable terms. 
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THE LETTINGS PROCESS 
 

 

From start to finish we will look after every aspect of the process to find you the best tenant at the best 

price. 

 

1. Valuation 

An accurate rental appraisal of your property is 

essential to ensure the maximum market rent is 

achieved within your chosen timescale.  Using our 

wealth of local knowledge, comprehensive evidence 

and experience, we will provide expert honest 

advice to guarantee the best return from your 

investment. 

 

2. Tenancy Agreement 

We shall advise you on the different types of 

tenancy agreement that can be used and may be 

applicable to your property and tenant profile.   This 

is an important consideration as each has its own 

implications for both Landlord and Tenant. 

 

3. Safety Regulations 

It is essential that landlords have a clear 

understanding of the legislation and regulations 

that apply to rental property.   We shall advise on 

these and help ensure that your property and any 

subsequent tenancy is fully compliant with the 

current Law. 

 

4. Presentation 

We all know first impressions really count and we 

shall advise on how to showcase your property at 

its very best, including advice on decor, furniture 

and how this relates to anticipated occupancy. 

 

5. Marketing 

Our team will create a marketing program tailored 

specifically to your property.  We will organise 

photographs and floor plans and your property will 

gain full market exposure, not only via our 

comprehensive database of tenants, but also via 

our website and a host of major web portals 

including Rightmove and OnTheMarket.com 

 

 

 

6. Negotiation 

We never forget that we are working for you and 

when a suitable tenant is found our aim is to agree 

the final tenancy at the best possible market price 

and terms for our Landlord/Client. 
 

7. Referencing 

We know that just as important as getting the best 

rent for your property is finding the right calibre of 

tenant. In fact for the majority of our landlords this 

is the single most important factor.  We shall never 

recommend a tenant to you unless we feel 

confident in their suitability for your property.  To 

provide further reassurance, we use the services of 

a specialised industry leading referencing company 

who produce a comprehensive report in respect of 

prospective tenants. 
 

8. Inventory 

A professional inventory report showing the 

condition and contents of your property is not a 

legal requirement but strongly recommended to 

avoid any possible disputes at the end of the 

tenancy.  We shall organise such a report for you 

and also a final report after re-inspection at the end 

of the tenancy. 
 

9. Deposit 

This is a very important aspect of a tenancy and 

there are strict legal requirements and procedures 

to be observed. We can guide you through the 

legislation and as members of a Government 

approved Tenancy Deposit Scheme (TDS) administer 

and hold the deposit monies on a Landlord’s behalf, 

should you require. 
 

10. The Move in 

On the tenancy start date we make sure that the 

tenant is properly moved into the property with key 

information on local services, any special 

instructions for the property and key contact 

information for emergencies. 
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DEPOSIT & INVENTORIES 
 

 

Almost all tenancies will have a deposit of some form included in the Agreement.  This is to cover any 

damage or dilapidations beyond fair wear and tear that is evident at the end of the tenancy.  Where annual 

gross rents are below £50,000 the maximum deposit amount is the equivalent of 5 weeks of the rent 

agreed. 

 

Since 06 April 2007 it has been law that any deposit taken under a new or renewed Assured Shorthold 

Tenancy must be protected through a government backed tenancy deposit protection scheme.  Samuel 

Wood are members of such a scheme, the Tenancy Deposit Scheme, and we register and protect the vast 

majority of our Landlord’s tenancy deposits through this scheme. 

 

It is extremely important that the deposit holder, be it Landlord or Agent, adheres to the strict legislation 

and correct administration relating to tenancy deposits as the penalties for non-compliance are severe. 

 

 

 
 

At the end of a tenancy and following agreement between Landlord and Tenant, deductions can be made 

from the deposit.  If an agreement on deductions cannot be reached then the TDS provides an adjudication 

service to provide final resolution to any dispute. 

 

We will be very happy to explain the administrative procedures and law regarding protected tenancy 

deposits but, due to the complex nature of the subject, the majority of our landlords entrust Samuel Wood 

to register and protect their Tenant’s deposits as part of our service. 
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Inventories are closely linked to tenancy deposits as they provide a record of the condition and content of a 

property both at the beginning and end of the tenancy from which any potential deposit deductions may 

be indicated.  We strongly recommend that all of our tenancies have a professional inventory report as the 

impartiality of this document allows tenant and landlord a level base to agree any deposit deductions 

should they be applicable. 

 

 
 

For a tenancy managed by Samuel Wood, we provide our own analysis of the end of tenancy inventory 

report and will suggest appropriate deductions to our Landlord before negotiating with the Tenant on our 

client’s behalf. 
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OUR LETTING & MANAGEMENT SERVICES 
 

 

We offer a choice of 3 levels of services for landlords: 

 

Let Only 

This service applies to Landlords who wish to let 

their property but are willing to undertake the day-

to-day management of the tenancy during its 

duration.  Under this arrangement we offer our full 

marketing package including arrangement of an 

Energy Performance Certificate for your property 

and handle all negotiations between you and any 

prospective tenants.  We shall arrange to carry out 

a comprehensive tenant vetting process, where 

applicable, provide and complete the chosen form 

of tenancy agreement, prepare the inventory and 

schedule of condition and also any pre-tenancy 

cleaning (if required), help arrange for electrical and 

gas safety inspections where required. 

 

Let & Rent Collection 

Comprises the Let Only service plus collect the rent 

when due and pay it to you.  You will also receive a 

statement showing monies collected and undertake 

to address any arrears with the tenant in the 

unlikely event that this situation should arise. 

 

Let & Full Management 

Our most comprehensive service is used by most of 

our landlords.  After we have completed the 

successful marketing of your property and the 

tenancy has begun, our expert Property 

Management Team take over providing you with 

complete peace of mind that your property is being 

conscientiously cared for as if it was their own. 

 

 
 

No one will take greater care of your property 

interests than Samuel Wood. 
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The following services are included within our Full Management Services 
 

• Regular Clear Statements   You will receive a full statement every time we pay the collected rent monies to 

you showing any agreed deductions. 
 

• Annual Rent Review & Property Valuation Appraisal    Each year we shall offer you a comprehensive update 

on market conditions and the rental value of your property. 
 

• Annual Safety Tests   If your property requires an updated gas or electricity safety inspection and certification 

we shall arrange this for you. 
 

• Deposit Claim Negotiation  This is a particularly important part of our Management Service.  On the conclusion 

of the tenancy we shall report to you on our recommendations for any proposed deposit deductions and 

negotiate with the tenant to make sure that you receive fair compensation for any losses to your property at the 

end of a tenancy.  On the rare occasions that an agreement cannot be reached, we shall refer the dispute, on 

your behalf, to the TDS for adjudication and final resolution. 
 

• Management of property during void periods   Part of our service can include, for an additional cost, the 

management of your property whilst it is vacant between tenancies. 
 

• Tenancy Renewals   On your behalf we shall negotiate the best rent possible for any extended or renewed 

tenancy terms and draw up the necessary paperwork. 
 

• General Maintenance & Repairs   As and when repairs and maintenance are required we shall arrange and 

oversee any works undertaken. 
 

• Service Charge Payment   Should your property be liable for Service Charge or Ground Rent Payments we shall 

administer the payment on your behalf. 
 

• Furniture Provision and Interior Design  Should you require either design advice or new furnishings for your 

property we can arrange and source these items through a choice of specialist providers. 
 

• Vetting & Overseeing Contractors   We only used approved contractors that we have personally vetted and for 

whom we have agreed working practices, fair charges and who have the relevant insurances cover in place. 
 

• Regular Periodic Property Visits   Our property manager will visit your property every 6 months (or more 

frequently by prior arrangement) and send you a report.  This allows us to detect any issues or problems early 

that might not have been reported to us by the current tenants.  This also helps you have a peace of mind that 

your property is being well cared for. 
 

• Obtaining Consents   Where required by a freeholder or managing agent we shall obtain on your behalf the 

requisite consents to formalise acceptance of the tenancy and satisfy any head lease condition. 
 

• Overseas Landlords Tax Liability and Landlord Tax Returns Samuel Wood will ensure that the tax 

requirements for overseas-based landlords are complied with, and supply annual information to keep filing your 

tax returns simple.  We can also offer a Tax Return Service for Landlords end of year Self-Assessment submission 

at an additional cost.  Please contact us for more details. 
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LEGISLATION GOVERNING RESIDENTIAL LETTINGS 
 

 

Statutory Obligations under the Landlord and Tenant Act 1985: 

 

The Landlord has a statutory responsibility in Sections 11 of 16 of the Landlord & Tenant Act 1985 which state 

that Landlords must: 

 

• Keep the structure (including the drains, gutters and down pipes) and the exterior of the Property in good 

order and repair) 

• Keep the appliances for supply of gas, electricity and water in good repair 

• Keep the appliances for supply of space heating and water heating in good repair and keep the sanitary 

appliances in good repair 

• Carry out repairs within a reasonable time. 

 

If the Landlord does not comply with the statutory obligations, the Tenant may ask the Local Authority to issue 

the Landlord with a Notice requiring the work to be done.  The Tenant also has the right to arrange for the work 

to be done and withhold rent equivalent to the amount spent. 

 

Energy Performance Certificate (EPC) 

Since 1 October 2008, you’re required to make an EPC available to prospective tenants.  

From 1 April 2018, Regulations have been updated further to stipulate that for any new 

tenancies, the Energy Performance Rating must be a Rating of E or above.  We cannot 

market a Property without its EPC.  The certificate is valid for 10 years, and is only required 

for self-contained properties.  We can arrange this on your behalf, if required, the cost of 

which would be agreed in advance.  Failure to supply one is a criminal offence and may incur 

a fine. This does not apply to Listed Buildings. 

 

The Regulatory Reform (Fire Safety) Order 2005 

This Order came into force on 1 October 2006 and affects HMOs (House in Multiple Occupation).  A HMO must 

at least have mains-linked smoke detectors in the common areas (ie hallways) and fire blankets and fire 

extinguishers in the kitchen.  Depending on the age and character of the property, it may need further 

alterations.  Although this order currently only applies to HMOs, we recommend that all properties are fitted 

with mains-linked smoke detectors, with fire blankets and fire extinguishers in the kitchen. 

 

Anti-Money Laundering 

We comply fully with all legislation regarding Anti-Money Laundering, and so reserve the right to refuse 

payment of any sums in cash for rents, deposits or any related payments.  Cheques are covered by this 

legislation should suspicions arise.  We do not accept any responsibility for any tenancy that does not proceed 

because of our Anti-Money Laundering obligations. 

 

Electrical safety 

There is no requirement to provide a report, but you must be able to formally demonstrate 

that all electrical appliances in the property are safe for use.  We recommend you carry out 

a Portable Appliance Test (PAT). 
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Furniture and Furnishings (Fire Safety) Regulations 1993 

This Act makes it an offence to supply upholstered furniture and other items in the course of a business unless 

they comply with what is called the ‘cigarette test’, ‘the match test’ and ‘the ignitability test’, and have a 

permanent label.  This covers all upholstery and upholstered furniture, mattresses, padded bases in head 

boards, pillows, cushions, children’s furniture and any furniture usually used in a garden, like conservatory 

furniture.  The Regulations do not apply to any furniture manufactured before 1 January 1950, unless it has been 

re-upholstered.  The best way to check is to look for labels. If the furniture does not have a label, you must 

establish when and where it was bought, and then contact the shop or manufacturer to check if the furniture 

complies.  If you cannot be sure, you must replace it.  It is illegal to let a property with furniture that does not 

comply with these regulations.  This applies to all let properties. 

 

Gas Safety GS (Installation & Use) Regulations 1998 

These regulations oblige anyone who owns a gas appliance, pipework and installations in a 

rented property, to make sure the appliance is maintained in safe condition.  Any such appliance 

must be checked by an approved person, and an appropriate safety certificate is issued, at 

intervals of not more than 12 months.  (An approved person is a Gas Safe Registered contractor, 

registered to carry out domestic work and who has been trained and assessed in the relevant 

elements of the National Accreditation Certificate Scheme).  You must have the certificate, and have given us a 

copy, when the tenancy begins, and within 28 days of renewing the certificate (again with a copy to us).  If you 

choose the Let Only service, and not the Full Management service, you are responsible for complying with these 

Regulations.  Not to do so is a criminal offence.  The tenancy cannot begin without the appropriate certificate in 

place, and copies provided to the relevant parties.  If you instruct us to manage the property, we will do 

everything required to obtain the certificates, and add the cost to your account. 

 

Water Hygiene Risk Assessment (Legionella) 

Legionnaires Disease is an illness contracted by inhaling droplets of water that are infected with the Legionella 

bacteria.  Landlords are responsible for ensuring that any risk of exposure to Legionella in their property is 

properly controlled.  A Landlord has the duty to assess the risk of exposure to the Tenant and take appropriate 

steps to remove or minimise any risk that is identified.  This assessment can be carried out by a third party who 

must be a competent person “someone with the necessary skills, knowledge and experience”,  but the ultimate 

responsibility is with the landlord.  Samuel Wood can arrange for a risk assessment to be carried out or will 

require written confirmation from a Landlord that a Risk Assessment has been undertaken to eliminate any risks. 

 

The Smoke and Carbon Monoxide Alarm (England) Regulations 2015 

From October 1st 2015 there has been a requirement for a Smoke Alarm to be installed on 

every floor of a let property which contains a habitable room and for a Carbon Monoxide 

detector to be fitted in every room with a solid fuel burning appliance. There is also a 

requirement for these to be tested prior to the start of every new tenancy.  Although not yet 

a mandatory requirement, Samuel Wood, as a company, ensure that all properties have a 

Carbon Monoxide monitor installed where there are any fuel burning (gas or oil) appliances. 

 

Smoke Alarms-Detection Act 1991 

A House in Multiple Occupation (HMO) must have alarms wired into the mains electricity system with a battery 

back-up.  If the Landlord has installed any type of smoke alarms, fire extinguisher, or fire blankets in the property 

they must be regularly checked to ensure they are in working order.  In particular, the Landlord must ensure 

they are tested prior to the start of a tenancy and be noted as in working order.  Failure to do so could mean 

liability for any injury suffered by a Tenant or other visitor to the property. 
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European Standards for Safety of Internal Window Blinds 

Installation of new blinds/curtains – must have a lock on the cord for safety reasons.  Existing blinds should have 

a snap connector or similar safety device fitted although for existing blinds this is only a recommendation.  This 

came into effect in February 2015. 

 

Section 47 and 48 of the Landlord & Tenant Act 1987 

In accordance with Section 47 of the Landlord & Tenant Act 1987, any rent demand, which includes the Tenancy 

Agreement, must state the Landlord’s actual address.  Should the actual address of the Landlord not be shown, 

the rent is not lawfully due from the Tenant.  In accordance with Section 48 of the Landlord & Tenant Act 1987, 

the Landlord must provide an address in England and Wales where Notice of Issue of Proceedings may be served 

upon them by the Tenant.  Please note that the rent is not legally due to the Landlord unless this requirement of 

the Act is satisfied. 

 

General Data Protection Regulation 2018 

We will always protect your privacy and will always use the data we collect about you lawfully and in accordance 

with the General Data Protection Regulation 2018.  We do engage third party service providers to perform a 

variety of business operations on our/your behalf and may need to share your personal data with them.  We 

supply only the information they need to perform the required service and we contractually require that they 

protect your information in accordance with our terms and current legislation.  Some examples are: 

 

• Energy Performance Certificate assessors 

• Professional photographers 

• Property maintenance contractors 

• Utility providers and local councils 

• Debt collection agencies 

• Solicitors 

• Software and systems providers 

 

We may also transfer your information, if required, by government authorities or regulatory bodies.  We may 

share your information with carefully selected business which we believe may benefit you and your provided 

consent.  We will never sell your personal information to anyone. 

 

Discrimination 

We will not discriminate against any persons under the definitions of The Sex Discrimination Act 1975. The Race 

Relations Act 1976, The Disability Discrimination Act 2005 or the Equality Act 2010. Samuel Wood cannot 

discriminate or threaten to discriminate against any prospective Tenant of the Landlord’s property because that 

person is, will not be, or is unlikely to be accepting services that the Agent will (directly or indirectly) provide. 

 

Right to Rent Immigration Checks for Landlords, Agents and Sub Lettings 

Under Section 22 of the Immigration Act 2014, a Landlord must not authorise an adult to occupy property as 

their only or main home under a residential tenancy agreement unless the adult is a British citizen, or European 

Economic Area (EEA) or Swiss national, or has a Right to Rent in the UK.  This is carried out as part of the Tenant 

Vetting Procedure. 
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SUMMARY OF OUR MOST POPULAR SERVICES 
 

 

LET ONLY 

Our fee for Let Only Service is based on five weeks rent (minimum fee applies) plus VAT and includes the 

following: (as appropriate) 

 

 Comprehensive marketing of the property via our office network and internet 

 Arranging/accompanying viewings 

 Process application (including credit check references) 

 Comprehensive report to landlord on findings 

 Preparation of Inventory & Schedule of Condition 

 Preparation of Assured Shorthold Tenancy Agreement 

 Arrange handover at tenancy commencement to sign paperwork 

 Collect first month’s rent and security deposit (in cleared funds, prior to tenancy start) 

 Instruction to bank to set up standing order for future rent payments 

 Transfer/manage utilities (gas, electric, water and council tax) via Spark/OVO Energy 

 Transfer of security deposit to landlord for their registration to valid Tenancy Deposit Scheme 

 

 

LET & FULL MANAGEMENT 

Our fee for the complete Let & Managed Service is based on the first month’s rent (minimum fee applies) 

plus VAT then a monthly management fee of 10.5% (plus VAT) and includes all of the above with the 

following additional features: 

 

 Register security deposit with Tenancy Deposit Scheme 

 Collection of monthly rent and monitor rent payments 

 Periodic Visits (1st: 5/6 weeks, 2nd: 3 months, 3rd: 6 months and 6-monthly thereafter) 

 Manage and monitor all maintenance issues (possible to tailor to each landlord’s requirements) 

 Monitor tenancy generally – communication with tenants regarding all aspects of tenancy 

 Regular updates of ever-changing Tenancy Legislation and Statutory Regulations 

 Provision of regular updates to landlords, as and when necessary 

 Preparing and issuing Notices in respect of the tenancy 

 Agreeing and documenting amendments or extensions of tenancy if appropriate 

 Comprehensive Check-Out Visit, including report 

 Negotiate dilapidations/deposit deductions 

 Administer return of Tenant’s Deposit 

 Management of Tenancy Deposit Disputes 
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TESTIMONIALS 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

  

We used both the rental and 

sales departments and found 

both helpful and friendly to 

work with. After a few years 

renting out a property, using 

the management services of 

Samuel Woods, we then 

followed this up by 

successfully completing the 

sale of the property. Mr CJ 

I would like to take this opportunity to say 

how impressed I am with the level of service 

provided by Samuel Wood. You have made the 

whole experience of letting out our bungalow 

a stress free one. Thank you! Miss JV 

I am sorry to be leaving a 

Samuel Wood rental property as 

you have always provided an 

excellent service to me as a 

tenant. Thank you all so very 

much; I would not hesitate in 

recommending you to others. 

Mr & Mrs SC 

In a world where the internet dominates, it’s 

great to deal with a local company that values 

the personal touch.  They start and end with the 

client experience and only use the latest and 

best of technology to help get the job done 

efficiently and effectively.  Thank you all at 

Samuel Wood! Regards, GB 

Thank you very 

much. Appreciate 

your help. Your 

firm have been 

excellent. If I rent it 

again in years to 

come I know where 

to go. Best, C 
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PROFESSIONAL MEMBERSHIPS & AWARDS 
 

 

 
 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 


