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Congratulations to the Chapman 
Street Gardening Association

Community initiative fund 

The gardeners of 
Chapman Street have 
been keeping busy! 
Four members of the 
group have recently 
completed training in 
food hygiene at John 
Storer house. 

This fund is open to tenants for financial help towards the cost of arranging an event, 
activity or initiative in your local community. 

Tenants’ Newsletter - Summer 2019

You can apply for up to £200 towards the cost of a one-
day event and up to £400 towards the cost of a long-term 
initiative.

Last year nine projects were funded by the community 
initiatives fund. Projects ranged from summer barbeques, 
tea parties and trips for children.

Lorna Hughes, hub coordinator for the Mario Tinenti 
Centre, organised a trip to Ingoldmells last summer, for 

families living on the Bell Foundry estate. 

Lorna said: “The trip was a massive success. We had over 
50 people attend. We would like to send our thanks to the 
engagement team for their ongoing support.”

If you are interested in applying for the community 
initiative fund, please contact the Engagement team on 
01509 634 666 or email involvement@charnwood.gov.uk.  

The gardening association hold 
regular events throughout the 
summer including a Mayors tea 
party and an annual barbeque. 
The group are famous for their 
baking and always put on an 
amazing spread.  

The training was paid for by 
the tenant training budget of 
Charnwood Borough Council’s 
customer engagement team. 
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Gunn’s Community Gym in 
Birstall provides a safe space for 
young people aged 10-21, where 
they can participate in positive 
sporting activities. 

The aim of the gym is to support young people, 
particularly those with behavioural, emotional and/
or learning difficulties to participate in positive activity, 
which builds confidence, teaches discipline and keeps the 
mind and body healthy. 

The gym has a membership of over 250 young people, but 
until recently it was in dire need of a new boxing ring. The 
owners were made aware of potential funding through 
Charnwood Borough Council via Efficiency East Midlands, 
a non-profit organization that offers efficiency savings for 
the public sector and all public sector bodies through its 
procurement framework. 

Each year, the EEM gives a community donation to 

Landlord Services at Charnwood Borough Council, and 
when the gym made their successful application to the 
council, they were able to buy a new boxing ring with the 
funding. 

Carl Gunn, who runs the community gym, has been a 
passionate fan of boxing for 50 years and the gym has 
won numerous awards for its work in the community.

Carl said: “The gym was desperate for a new boxing 
ring as the old ring was in a very poor condition. I was 
delighted with the news that our application for a new 
boxing ring was accepted. A massive thanks to the 
customer engagement team at Charnwood Borough 
Council and Nabilah Patel for all the support.”

Community hubs 
packing a punch 
with the social 
value fund

ARECA refurbishment 
continues

Tenant 
networking event 

Ashby Road Estate 
Community Association was 
also successful with their 
application. The Association 
applied for new tables 
and chairs for The Hut, a 
community centre on the 
estate. The centre has come on leaps and bounds in the past 
few years. Refurbishment has taken place at the centre and it is 
constantly in use. 

Tracey Riley, who is the treasurer of the association said: “The 
new chairs and tables have made a massive difference to 
building, all the different groups who use the building have said 
that they look fantastic and are really comfortable.

“Special thanks to Efficiency East Midlands for their contribution 
to the community projects.”

The council will be holding its annual tenant-
networking event at the Loughborough Town Hall 
on Thursday September 26 from 10am until 1pm.

The event is a drop-in session and a chance for a 
cup of tea or coffee, a chat about what we do at 
Charnwood Borough Council. 

Staff will be available throughout the morning to 
answer any queries tenants have. This is a great 
opportunity for tenants to meet staff face-to-face 
and discuss any queries you may have. 

There will be officers from our housing, repairs, 
anti-social behaviour, income, financial inclusion 
and tenancy support teams will be in attendance, 
so if you’re having a problem with a repair, or if 
you are in town for the market, pop down to the 
Town Hall. We look forward to seeing you there. 
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Search is on for Charnwood 
Community Heroes 2019

The awards, run by Charnwood 
Borough Council, are a chance 
to thank people, groups and 
organisations who have carried 
out a good deed – no matter how 
small or large – in our community.

It could be someone who has 
helped a neighbour, raised funds 
or is always there for others. Or 
it could be a group, organisation 
or business which has carried out 
some excellent work in the past 
12 months.

This year’s awards are being kindly 
supported through the council’s 
collaboration with EEM, a not-for-
profit procurement company. It has 
awarded the council a community 
contribution which is being used to 
support the event.

Charnwood Community Heroes 
is also supported by John Storer 
Charnwood, an independent 
charity serving the communities of 
Charnwood with a range of activities, 
and Sure Maintenance, the council’s 
gas contractor.

There are nine categories to enter 
plus the Harry Cook award which 
will be presented in memory of the 
Loughborough in Bloom stalwart.

Everyone nominated will receive 
a Charnwood Community Heroes 
Award and be invited to our special 
presentation on Saturday, September 
14, 2019 at John Storer House in 
Loughborough.

All we need is for people to 
nominate their heroes.

Cllr Deborah Taylor, lead member for 
communities at Charnwood Borough 
Council, said: “Charnwood Community 
Heroes is a great way to say thank-you 
to someone who has made a positive 
difference in our borough.

“It could be something quite simple 
or a long-term project but what’s 
important is that their efforts have 
benefitted others. It’s also important 
that we recognise those efforts and 
our community heroes awards are the 
perfect way to do that.

“We’ve got a variety of categories and 
the presentation is an up-lifting event 
as it showcases how much good work 
is going on in Charnwood.

Please put forward your nominations 
today.”

Rebecca Dermody-Simmons, head 
of operations at EEM said: “Our 
mission is to help our members make 
a difference to the communities 
they serve, so we are delighted that 
Charnwood is using our donation to 
support an event which recognises 
community heroes in the local area.”

The nine open categories are 
Young Hero (sponsored by Sure 
Maintenance); Super Trooper; Good 
Neighbour; Inspiring Others; Green 
Hero; Business Community Action; Top 
Team; Beyond the Call of Duty; and 
Brilliant Board/Trustee Member.

The Harry Cook Award will be 
awarded to someone who has made 
an outstanding contribution to the 
community. It will be chosen by Harry’s 
family. Harry, along with wife Pat, was 
heavily involved in Loughborough in 
Bloom and their floral home not only 
featured on the bloom judging route 
but also on BBC Gardener’s World. 
Harry sadly died last year.

People can nominate and find out 
more visiting 
www.charnwood.gov.uk/heroes.

You can also keep up to date with the 
latest Charnwood Community Heroes 
news by following the council on 
Twitter @CharnwoodBC and look for 
the hashtag #CharnHeroes. Or visit 
the Charnwood Community Heroes 
Facebook page www.facebook.com/
CharnwoodCommunityHeroes.

Residents are being urged 
to enter nominations for 
Charnwood Community 
Heroes 2019.



Do you live in a 
property with 
communal grounds?   
Tenancy and estate management officers have recently received several calls advising 
that parts of communal grounds have been fenced in to form an individual garden.

And the 
winners are…
Each year we 
offer our tenants 
the chance to 
win a prize of 
£200 if they 
have maintained 
a clear rent 
account.

The winners of 
the clear rent account are: 

• Mr & Mrs Smith from 
Loughborough

• Mr & Mrs R from Loughborough

• Mrs T from Mountsorrel

Get covered
Wondering if you need contents 
insurance? Think about how you would 
cope if you lost your valuables due to a 
robbery or a fire. Charnwood Borough 
Council can insure your contents 
through Royal Sun Alliance and give 
you peace of mind.

Royal and Sun Alliance has frozen insurance premiums for 2018-19. Hence, for the 
period 24/09/2018 – 22/09/2019, home contents insurance premiums will remain 
the same. Letters were issued at the end of August/early September to those 
tenants and leaseholders who participate in the home contents insurance scheme.

If you would like to insure your possessions against fire, flood, theft and accidental 
damage for as little as 33 pence per week, paid with your weekly rent (based on 
up to £4,000 worth of cover) please contact Landlord Services on 01509 634666 or 
email us at rent.control@charnwood.gov.uk
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Officers have also received reports that tenants have 
planted trees in communal grounds.

We wanted to take this opportunity to remind tenants 
who live in a property which has communal grounds you 
have not been let any part of the grounds for your own 
personal use. Tenants therefore must not carry out any 
alterations to the communal grounds or erect anything 
which would create a private area which other residents 
would be unable to use.    

If tenants plant trees in communal grounds this can cause 
issues for the grounds maintenance teams and if planted 
near buildings can cause issues for other residents. 

Please remember that if you want to carry out any 
alterations or improvements (including in your home) you 
must seek consent first.

If you have any questions you can contact your tenancy 
and estate management officer by calling 01509 634666 
or emailing tenancy.services@charnwood.gov.uk.



Contractor appointed to deliver estate 
maintenance work on our estates
Following a tendering process G & S Services have been awarded a two-year contract by 
Charnwood Borough Council to deliver an estate maintenance service within our housing 
estates. The new contract came into force on March 25, 2019. 

Council launches DIY courses
We’re delighted to launch Your 
Home: Basic Skills DIY courses 
to Charnwood BC tenants 
in partnership with Fortem 
Solutions Ltd.

This unique opportunity opens 
Fortem’s 1million specialist 
multi-skilled training Academy 
to Charnwood tenants to 
gain practical and hands-on 
experience of carrying out basic 
day-to-day repairs outside of 
their tenancy agreement.
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The contract includes dealing with 
discarded needles, items which have 
been fly-tipped in an area and grounds 
issues not covered in other contracts. 
This will mean that tenants and 
residents are safe whilst out in the 
communal grounds and will help the 
council to ensure our blocks of flats 
comply with fire safety regulations and 
improve the appearance of estates for 
tenants and leaseholders. 

All these things will improve the quality 
of life for people living in and visiting 
our estates.

G & S Services (E. MIDS) C.I.C has 
been working in the community since 
2007. Their purpose was to provide 
affordable services whilst providing 
work placements to people who may 
be recovering from illness or substance 
misuse or just people who have 
experienced homelessness. 

Scott Wheatley and Gary Bradshaw-
Mays are the managing directors at G & 
S Services.  

Scott said: “We have been working with 
Charnwood Borough Council for many 
years. This year marked a significant 
change for G & S after being awarded 
a two-year contract to provide services 
for estate management. This has 
helped provide so many opportunities 
to provide work placements for people 
whilst working in partnership with 

what is a great, caring team of tenancy 
and estate management officers. 

In addition to the contract with 
Charnwood Borough Council we are 
also working in partnership with a local 
housing charity and have set up a paint 
recycling scheme and furniture recycling 
scheme. For many years we have also 
provided free services to local groups 
like Three Close Tenants’ Association on 
Gallico Close. 

If you see us out and about we are 
happy to chat and help.”

Councillor Paul Mercer, lead member 
for housing at Charnwood Borough 
Council, said: “The council is looking 
forward to working in partnership 
with G & S Services to ensure that our 
estates are safe and clean for tenants 
and leaseholders. I am aware of their 
community initiatives and work 
with vulnerable people. Long may it 
continue.”

Travel to and from the Academy is included, as well as all the tools and equipment required to actively take part 
in the sessions. If you are interested in attending a free DIY course please contact the Customer Engagement 
team on 01509 634955 or 01509 634512 or email involvement@charnwood.gov.uk

The one day session delivered at the Fortem 
4Life Academy includes: 

• Fitting and replacing handles, 
catches or knobs on cupboards

• Clearing blocked basins, sinks, 
baths, showers and toilets

• Replacing plugs and chains on baths, basins and sinks

• Filing minor cracks or holes in walls and ceilings

• Testing smoke detectors

• Fitting and replacing door latches, handles, chains, bells and spy holes

• Fitting extra door and window locks

• Replacing broken or cracked glass in windows or doors
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Charnwood Borough Council’s 
Carbon Pledge

Ways you can reduce your energy and save money
Whether you’re a homeowner, private or social renter, student, or you live at home 
with your parents, there are many things you can do to reduce how much energy you 
use and how much is spent.

The Energy Saving Trust has a host of money saving tips available on their website: 
www.energysavingtrust.org.uk/home-energy-efficiency.

Some highlights include:

• Learning to understand your bill – a 
surefire way to get to grips with 
your energy usage (even if it can be 
confusing at first!)

• Turn off your appliances – no more 
‘Standby Mode’

• Kitchen savings – use a washing-up 
bowl rather than running water; 
cut your number of washing 
machine cycles down a week; fill 
your kettle with the amount you 
need, not the whole thing. Just 
these three can save you around 
£66 a year according to the EST.

• Spend less time in the shower and 
get a water efficient shower head 

• Go easy on the heating (hopefully 
you won’t need this one during the 
summer months!)

• Switch to LED lighting and only 
have them on when you need them

In 2015, Charnwood 
Borough Council launched 
the 2020 Carbon Pledge to 
reduce our carbon footprint 
by 15 per cent by 2020.

With the help of the Carbon Trust we 
created a carbon management plan 
which included several measures to help 
cut the estimated 2,161 tonnes of C02 
produced by our activities every year.

To find out more, and to read our carbon management plan, visit  www.charnwood.gov.uk/2020_carbon_pledge.

This figure was based on information 
from 2012/13 and has been used as a 
baseline for this project.

The following projects have already 
been implemented.

• installed highly energy-efficient 
LED lighting and controls in Beehive 
Lane car park and communal areas 
of sheltered housing

• installed more energy-efficient 
heating systems in Charnwood 
Museum and Woodgate Chambers

• purchased four electric vehicles to 
replace diesel vehicles

• introduced a scheme to encourage 
staff to reduce energy use and 
waste

Some of the progress we have made 
since making the pledge include:

• a 32 per cent decrease in our 
carbon footprint

• a financial saving of 19 percent, 
going from £730,020 in 2012/13 
down to £591,167 in 2017/2018
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New kitchen for popular community hub

Superb feedback on the Lifeline service

The Marios Tinenti Centre (MTC) is a community hub on the Bell Foundry estate just outside 
Loughborough town centre. 

Residents can drop in for a chat with the hub co-ordinator 
and volunteers who will signpost them to specialist groups 
who will be able to support them with their issues. There 
are also computers available which residents can use to 
access the internet free of charge.

The Bell Foundry is one of four priority neighbourhoods 
in the borough. About ten years ago, Marios Tinenti 
approached the council, through his community group, to 
ask for a community hub to help address some of the social 
issues in the area. Charnwood Borough Council had a fire-
damaged flat on the estate and it was renovated, and the 
community hub was formed.

To improve the community hub 
further, Charnwood Borough Council 
approached Fortem to install a new 
kitchen. The works included:

• Installation of drawers and units

• Stripping of wallpaper, re-plastering and painting 

• Re-designing the kitchen to fit the specifications of the 
new appliances 

• Ripping out old flooring and replacing with new vinyl 
flooring

Approximately 80 to 100 users visit the MTC every month 
for advice and support. Installing the new kitchen has given 
MTC users extra working space for when they are carrying 
out various craft activities in the kitchen area. It has made 
the centre look smarter and created a cleaner and safer 
environment for those who attend.

Lorna Hughes, Hub coordinator said: “It’s going to make a 
huge difference to the centre, there’s more storage space 
and the new layout means more people are able to access 
the kitchen at the same time.”

Charnwood Lifeline – the borough’s council-run service that 
provides 24-hour support to elderly or vulnerable residents 
and their families – has received an overwhelmingly 
positive feedback from tenants since it was launched.

Launching the online booking system which allows 
residents the freedom to book appointments for free 
demonstrations of the wearable pendant and alarm 
system that is used in the event of an emergency has been 
incredibly popular, enabling residents to have 24/7 access 
to the booking system.

The demonstration time has been reduced by 20 minutes 
owing to the electronic appointment confirmation 
containing information that the customer should have for 
the appointment as well as a form to complete prior to the 
actual appointment.  

Examples of feedback from customers of the service:

“Lifeline is a wonderful service. It has literally saved 
my life in the past”

“Excellent service. My mother fell in January while we 
were away on holiday in Canada. A call came through to 
alert us and we were able to contact our neighbours in the UK, 
who were able to offer immediate assistance”

 “I’m 88 years young and I never take my pendant off, 
it is so reassuring to have it.”

“Lifeline truly is my lifeline. It has saved my life”

“[The warden was] delightful and beautifully clear in 
his explanation. It was very reassuring to meet the on-
call warden in person”

Charnwood Lifeline is available to anyone living in the borough and the Charnwood Lifeline personal alarm costs 
£205.20 per year, which is just £4 per week and a one-off installation cost of £30. Fall detectors are also available and 
cost an additional £28 a year.

For more information on the service, or to book a demonstration, visit www.charnwood.gov.uk/charnwoodlifeline.



On Tuesday May 21, staff members 
from various services across 
Charnwood Borough Council 
conducted a walkabout across the 
Shelthorpe area of Loughborough.

Jane Dredge from tenancy services, 
project surveyor Peter Bullin, 
customer engagement officer Sarah 
Pole, contracts officer Beth Sherratt 
and Councillor Gill Boulton - recently 
elected to the Shelthorpe ward - 
spoke with tenants between 10am 
and 12pm and reported a variety of 

problems, including:

• Bulky items left in gardens

• Repairs and maintenance issues 
both inside and outside properties

• Grass verge damage from vehicles 
using them for parking

• Overgrown and untidy gardens

Letters were served to homes on 
the walk which had visible areas of 
concern. Tenants are given 14 days 
to improve. Officers from tenancy 
services will conduct follow-up visits.

A big thank you to all the council 
tenants who came out to speak with 
officers. Your comments are much 
appreciated, and everything raised 
has been reported to the appropriate 
services.
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We’re out and about on our estate 
walkabouts in 2019

Problems raised on the 
last estate walkabout

Following the article in the last edition of Your Homes Matter, landlord services 
wanted to let you know about the remaining estate walkabouts this year.

The estate walkabouts provide an opportunity for tenants 
to meet with officers from within the council and other 
agencies to discuss any concerns they may have in the area 
and are a vital way of finding out what you think of the area 
where you live.

It also allows the tenancy and estate management officer 
to carry out an inspection of the estate and address any 
problems which affect the appearance of the estate and are 
a breach of the terms of the tenancy agreement.

All estate walkabouts will take place between 10am and 12 
noon. 

If possible, a drop-in session will take place, however this is 
dependent on a suitable location being available in the area.

Letters will be sent to tenants living along the route the walk 
will follow inviting them to come and join us on the walk, 
speak to officers as they are passing their homes or attend 
the drop-in session.

 Date  Time Area Meeting place

 August 28, 2019 Walk – 10am-12pm

Drop-in session – 2-3pm at 
Fearon Hall

Loughborough

Staveley Court, Bottleacre 
Lane, Belton Road, 
Waterside Close

Staveley Court car park 
(main entrance)

 September 24, 2019 Walk – 10am-12pm Thurmaston

Old Hall close 
Canal Street 
Unicorn Street  
Forest Avenue

Old Hall Close car park

We would love tenants to join us on the estate walkabouts as they know their area better than anyone else. If you are 
unable to do the full walk don’t worry: you can do part of the walk.

If you live in the area why not come and join us.  
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Summer 2019

Message from your leasehold team
We are now into summer and nice light evenings for us to enjoy. It has been a busy start to the 
year with a lot of re-roofing, new door entry systems and installation/upgrading of the emergency 
lighting systems taking place.

Dates for 
your diary
Open leaseholder surgeries – 
all in committee room 2 at 2-4pm:

• Tuesday July 18, 2019 
• Wednesday October 23, 2019

Leaseholder AGM – 
in committee room 2 
at 2-4pm:

• Tuesday January 21, 2020

Regards

Sarah and Trevor

Over the coming months you will be receiving your certified summary 
for 2018/19. This will compare the work/services you received within 
the block/estate from April 1, 2018 to March 31, 2019 against the 
amount you paid.    

You will then see at the bottom of the table either a debit (actual costs exceed 
what we charged you) or a credit (actual costs were less than what we charged 
you) which will be added to your estimate for 2020/21 (this will be sent out in 
February 2020).  

Please remember to check everything on your certified summary and the 
attached sheet for repairs etc. If you disagree with anything on the certified 
summary, please ensure that you contact us within 28 days of the date on the 
covering letter and we will investigate further.

You are required to check your certified summaries and estimates that you 
receive and raise any issues with us within the 28 days of receipt.  If you do not 
raise any queries during this period, your certified summary and estimate will 
stand as being correct.

Certified summaries and 
estimates – 28 days

Here are a few things worth noting if you are a leaseholder:

• If the block is being re-roofed, you will most certainly 
be having external and internal redecoration as the 
re-roofing work will affect these areas; so these three 
charges seem to run side by side.

• It’s important that you look at your estimates when you 
receive them so that you can refer back to them  when 
you receive your certified summaries. If you wish to 
query anything on your estimate, please contact us 

within 28 days of receiving it. If we don’t hear from you 

within that time the estimate will stand. Similarly, please 

contact us with any queries you have on your certified 

summary within eight days of receiving it.

We are here to help you if you are having difficulty in 

paying your service charges. Call us on 01509 634817 

and we will go through payment options with you. If you 

sub-let your flat, you do not have the option of a deferred 

payment plan.



w w w . c h a r n w o o d . g o v . u k
10

A very basic guide to Section 20 
leasehold consultation

• will last for a year or more, which will cost a leaseholder 
more than £100 plus per annum

• or planned* or responsive* work which will cost more 
than £250 per leaseholder

CBC will divide costs equally amongst a block. For example, 
if there are ten flats and the work will cost £1,000 they will 
be charged £100 each (e.g. £1,000 divided by 10 = £100 per 
leaseholder).

The entire Section 20 consultation will take three to four 
months, which means that work cannot start until this 
process is complete.

There are three basic notices that need to be served by 
Charnwood to leaseholders prior to works and these will 
be sent by the officer dealing with the new contract or 
planned/responsive work. 

The notices will include:

• what work is being carried out

• why the work being carried out

• the name of the officer you need to contact if you have 
any enquiries relating to the work being carried out

• which companies have tendered for the works

• which company has won the tender

• the cost of the works broken down to a property level – 
before work commences

• the invoice for actual cost of works broken down to a 
property level – after works are completed.

If Section 20 consultation is not carried out, then we cannot 
charge more than £100 for a new contract or £250 for 
planned/repair work for any leasehold property that is 
included in the contract.

*Planned = 5 elements (external and internal redecoration, 
paths, fences and gates, brickwork and joinery).

*Responsive = Repairs that require prompt attention e.g. 
guttering blocked.

Section 20 consultation must take place for any contract that involves leaseholders that:



Fees for various applications
Below is a table of various fees that you may incur if you are looking to transfer your lease or re-mortgage your property:

Transferring your property
Administration fee for providing information in relation to the transfer of lease LPE1 £100 plus VAT

Subsequent questions relating to the transfer or LPE2 £25 plus VAT per question

Notification of transfer £50 (due to our Legal Services)

Notice of charge £50 (due to our Legal Services)

Right to buy
Administration fee for providing information in relation to the right to buy application 
(Normally three questions)

£30.00 plus VAT

Re-mortgage
Administration fee for providing information in relation to a mortgage application £50 plus VAT

Subsequent questions after the initial application £25 plus VAT per question

Miscellaneous
Duplicate estimate £10.00

Permission to sub-let £10.00

Duplicate certified summary £10.00

Photocopy of your lease agreement £10.00

Leaseholder News
Summer 2019

Y o u r  H o m e s  M a t t e r  N e w s l e t t e r
11

Enquiries regarding your lease

We have photocopies of your lease that we can provide via email for free. If you 
would like us to post you a copy of the lease we hold in our section, there will 
be a charge for £10.

Some queries you may have on your lease can be answered simply by reading 
the relevant section in it, for example:

• How long is the term of the lease? 

• Can I sub-let?

• Can I change the windows?

• Can I have a lodger?

While we are happy to answer simple enquiries regarding your property, we cannot give legal advice regarding your rights and 
obligations under your lease. 

If you wish to get advice on the terms of your lease and advice on which you can rely, you should consult a solicitor. You can 
also seek advice or information from other organisations such as a Citizens’ Advice Bureau or The Leasehold Advisory Service 
(contact www.lease-advice.org, where you can book a free, fifteen-minute, telephone appointment).

It is important that you have a copy of your lease so that you can refer to it at any point.  
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Timetable for a leasehold 
property

JANUARY

FEBRUARY

MARCH

APRIL

MAY TO SEPTEMBER

OCTOBER TO DECEMBER

Leaseholders will receive their 
4th quarter invoice.

Leasehold Team

Leaseholders

Gather information and figures 
ready to prepare estimates.

Leaseholders will receive their 
1st quarter invoice which will 
include the annual ground rent 
of £10.00.

Before the 1st October 
leaseholders will receive the 
invoice for 3rd quarter of service 
charges. You will also receive 
the survey, updated five-year 
plan and a request for contents 
insurance and Gas safety 
certificates.

Request copies of contents 
insurance & gas safety 
certificates and send out 
annual survey.

Update the five-year plan.

Leaseholders receive their 
estimates and ground rent 
demand notices. They have28 
days from the date of the 
covering letter to check their 
estimates and to raise any 
queries with us.

Sending out estimates at the end 
of February – leaseholders have 
28 days to check their estimate.

Answer all queries and revised 
and estimates if necessary.  Send 
all figures for estimates to the 
invoicing team.

Before 1st July leaseholders will 
receive the 2nd quarter of their 
estimated service charges.

Leaseholders will also receive 
their certified summaries within 
September and have 28 days 
from the covering letter to check 
their certified summary and raise 
any queries with us.

Gather information from all 
sections and run off repairs and 
planned maintenance sheets for 
all leaseholders.

Collate repairs figures etc and 
actual costs for services provided 
to complete the certified 
summaries and send out before 
the end of September.


