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>  Please provide all relevant company
details including the names and
qualifications of all Directors and a list
of principals if not a Limited company.

>  Will your fees carry VAT?

>  How close are your offices to our property?

>  How many years have you practiced in
property management?

>  How many staff in your company are
involved with management?

>  Please supply three references for estates
you manage. Ideally these should be similar
to our own estate and in our area.

>  Please supply name and telephone number
of chairman/secretary or Board of Directors
of those estates.

>  What is your fee structure?

>  How can you convince us that you can
offer a quality service at a fair cost?

>  How comprehensive a panel of
contractors do you have?

>  What selection criteria do you use
for contractors on your panels?

>  How often does a representative from
your company visit estates you manage
and check on how your contractors fulfil
their obligations?

>  What IT facilities so you have and what
information can you record and keep
updated? Are you registered under the
Data Protection Act?

>  Where and how do you keep service
charge monies, how are they administered
and who receives any interest?

>  Can you supply an example of the format
of financial information you will use for
our estate?

>  How do you deal with unpaid service
charges – what procedures are in place
to deal with non-paying freeholders
or leaseholders?

>  How do you deal with breaches of lease
or rent charge deeds?

>  How do you deal with complaints?

>  What length of notice period do you require?

>  List all those of your staff we are likely to
liaise with and their qualifications.

>  List any professional or trade bodies to
which your firm belongs.

>  Provide full details of your professional
indemnity insurance.

>  Provide proof of your financial probity.

>  Provide a copy of any standard contract
you rely on.

26 questions to ask before 
appointing a managing agent

So how 
does a 
Lease 
Extension 
work?

ESTABLISH QUALIFYING CRITERIA

Was the lease originally granted for more than 21 years?  
Have you owned the flat for at least 2 years? 

SERVE NOTICE OF CLAIM (S.42)

Leasehold Reform, Housing & Urban Development Act 1993

The Notice informs the freeholder of your intention to purchase 
a lease extension & proposes the price you are willing to pay

COMPLETION OF LEASE EXTENSION

Once terms have been agreed or determined by the 
First Tier Tribunal the new lease can be completed

COSTS (S.60)

The lessee is responsible for the freeholder’s (& any intermediate leaseholder’s) 
reasonable professional fees such as solicitor & surveyors fees

APPLICATION TO 
FIRST TIER TRIBUNAL 
(PROPERTY CHAMBER)

Determination on terms 
of new lease

NEGOTIATIONS

Parties negotiate terms:

If agreed  If not agreed within 6 months 
of the date of the s.45 Notice

LANDLORD’S COUNTER NOTICE (S.45)

Either: 
> Accepts; or 
> Denies; or 
> Proposes different terms

NO COUNTER- 
NOTICE

Apply to County Court 
for a Vesting Order

OBTAIN VALUATION

2 MONTHS OR ANY LATER DATE SPECIFIED IN THE NOTICE


