
 

 

 

 

 

 

 

 

 

 

HMO new licence application / “New Residential Licence”  

Guidance for completing the online application form 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Introduction 

Please use this guide to assist you with completing the new licence application 
form.  

All responses to questions displayed in this guide are for illustrative purposes only 
and are not guidance for which responses you should provide.   

If you have any issues following the guidance in this document, please contact the 
Housing Standards Team; contact information can be found in the HMO licensing 
web pages on www.cheltenham.gov.uk.   

General guidance for completing form 

• There is no option to save your application form progress and the form’s 
session will time out after 15 minutes of inactivity; therefore you will need to 
be prepared to complete and submit the form in one session and without long 
pauses. 

 

• If on any page in the form if you wish to return to an earlier page, use the 
“Previous” button at the bottom of the page. Do not click the back button in 
your browser. 
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http://www.cheltenham.gov.uk/


First page / “Address search” page 

 
1. Enter the licensable property’s postcode in “Find Address” field and click “search” 

 
2. From the results list, select the licensable property 

 
 

3. Confirm the details that are populated into the fields below are correct 
 

4. Click “Next” to proceed 
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Type of Application page 

1. Select the “Mandatory HMO Licence” option 
 

2. Click “Next” to proceed 

 

 

 

 

  

Page | 4 
 



 

Applicant Details page 

1. Select the appropriate applicant type for the application 
 

2. Click “Next” to proceed 
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Proposed Licence Holder page 

1. Select the appropriate proposed licence holder 
 

2. Click “Next” to proceed 
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Details of Proposed Licence Holder page 

1. Enter details of the proposed licence holder 
 

2. Click “Next” to proceed 
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Other Licensed Properties page 

1. Select the appropriate response 
 

2. If “Yes”, enter the property’s / properties’ details in the text box provided 
 
 

3. Click “Next” to proceed 
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Details of the Person filling out this Form page 

1. Select the appropriate statement 
 

2. Click “Next” to proceed 

 

 

 

 

 

 

  

Page | 9 
 



 

Details of the Person filling out this Form page 

1. Enter details of the person filling out the form 
 

2. Click “Next” to proceed 
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Details of the Person Receiving the Rent page 

1. Select the appropriate response 
 

2. Click “Next” to proceed 
 
 

3. If either the “another individual” or “another Non individual” response is selected, you 
will be provided with a page to enter their details 
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Details of the Property Manager page 

1. Select the appropriate response 
 

2. Click “Next” to proceed 
 

3. If either the “another individual” or “another Non individual” response is selected, you 
will be provided with a page to enter their details 
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Details of the Property Manager page 

1. Select the appropriate response 
 

2. Click “Next” to proceed 
 

3. If “Yes” is selected, you will be provided with a page to enter their details 
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Fit and Proper Persons Declarations (1) page 

This page is to declare the “Fit and Proper Persons” relevant to the licence have completed 
the required Fit and Proper Persons Questionnaire, which is available on Cheltenham 
Borough Council’s website.  Copies of these forms will need to be uploaded later at the 
“Supporting Documentation” page.  

1. Enter the full name of the Proposed Licence Holder in the “Full Name” field 
 

2. Select “Proposed Licence Holder”  from the “Capacity” list 
 

3. Tick the declaration tick box to declare the Fit and Proper Person Declaration has 
been completed for the Proposed Licence Holder 
 

4. Tick the “Enter another Fit and Proper Persons Declarations” tickbox to enter the 
next declaration  
 

5. Repeat above steps for each Fit and Proper Person, using “Other” for persons with 
capacities not listed. You will be provided with a field to enter their capacity. 
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Ownership (1) page 

1. Enter details of the licensable property’s owner 
 

2. If there is more than one owner, tick the “Enter another Ownership” tickbox to provide 
another owner’s details – you will be provided with a screen to do this when you click 
“Next” 

 

3. Click “Next” to proceed 
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Details of Freeholders and Leaseholders page 

1. Select the appropriate response 
 

2. Click “Next” to proceed 
 
 

3. If the owner does not own the freehold, you will be provided with a screen to provide 
details of  the freeholder when “Next” is clicked 
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Details of Leaseholders page 

1. Select the appropriate response 
 

2. Click “Next” to proceed 

 

3. If there is a leasehold on the property, you will be provided with a page to supply the 
leaseholder’s details 
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Mortgage page 

1. Select the appropriate response 
 

2. Click “Next” to proceed 
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Property Management pages 

1. Response all questions, selecting the relevant Yes or No responses 
 

2. Click “Next” to proceed  
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Property Management - common parts arrangements page 

1. Type the arrangements in the provided text box 
 

2. Click “Next” to proceed 
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Property Management – storage of refuse pages 

1. Select the appropriate response 
 

2. Click “Next” to proceed 

  

3. On the following page, type the waste storage arrangements that are in place in the 
provided text box 
 
 

4. Click “Next” to proceed 
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Details of the Property pages (1/2) 

1. For each question, select the relevant responses 
 

2. Click “Next” to proceed 
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Details of the Property pages (2/2) 

1. For each question, select the relevant responses 
 

2. Click “Next” to proceed 
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Further Details of the Property page 

1. For each question, type the relevant response in numeric format 
 

2. Click “Next “ to proceed 
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Fire Safety pages (1/2) 

1. Select the relevant responses 
 

2. Click “Next” to proceed 
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Fire Safety pages (2/2) 

1. Select the relevant responses 
 

2. Click “Next” to proceed  
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“Supporting files” page 

Use this page to upload your application’s supporting documentation. 

1. Click “Browse” to open your device’s folders and files 
 

2. Find the relevant files and upload them – their successful upload will be confirmed 
under the “Attached files” heading, with their name in green font 

 

3. Click “Next” to proceed 

 

 

Note: all uploaded files cannot exceed 7200 KB in size. If you experience an issue with large 
files exceeding this limit, please provide a physical copy of these documents to the Housing 
Standards Officer during the property inspection.  
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“Supporting Documentation” page 

This page can be used as a checklist for the files to be supplied as part of your application, 
which can be uploaded on the previous page.  

1. Once a file has been uploaded, select the “Uploaded” option for each. 
 

2. If a file is not to be uploaded and is to be posted, select “Posted”  
 
 

3. If you need to go back to the “Supporting files” page to upload a file, click “Previous” 
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“Notification requirements” page 

1. This page acts as a reminder for notification requirements, which are also available 
on our website.  
 

2. The next page will provide declarations for completion that declare notification of the 
application has been provided to the required persons. 
 

3. Click “Next” to proceed 
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“Declaration – Notification Requirements (1)” page 

Complete the form for each required person to declare they have been notified of the licence 
application. 

1. Complete the form with the required person’s details 
 

2. Tick the “Enter another Declaration - Notification Requirements” tick box at the 
bottom of the form to enter another declaration 
 
 

3. Click “Next” 
 

4. Repeat steps 1-3 until declarations have been completed for all required persons 
 
 

5. Click “Next” to proceed 
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“Declaration that a notice of application has been served on all relevant parties” page 

1. Enter your full name to declare that notifications have been served on all relevant 
parties (details of whom were supplied on the previous page) 
 

2. Click “Next” to proceed 
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“Declarations” page 

1. Read the declaration text 
 

2. Tick the 3 declaration tick boxes 
 

3. Enter your full name in the “Full Name” field 
 

4. Click “Next” to proceed 
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“Email confirmation” page 

1. Check the details that are pre-populated in fields and amend if necessary. 

The email address on this page is where the application submission confirmation email will 
be sent to.  

2. Click “Next” to proceed 
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“Review the following items before submitting” page 

Use this page to review the information you have provided in the form before submitting and 
making a payment. A PDF version of the form can be downloaded from the “Preview” 
hyperlink. 

When you have finished reviewing the information and are satisfied that the information 
provided is accurate, click “Submit and pay”. 

 

The next page will display the licence fee to be paid. 

Proceeding from this page will take you to Cheltenham Borough Council’s card payment 
facility to make your licence application payment.  

Important: Your application will only be submitted upon successful payment of the 
licence application fee.  

Next Steps 

Confirmation of the application’s successful submission will be sent to the email address 
provided in the “Email confirmation” screen. 
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