CHELTENHAM

BOROUGH COUNCIL

HMO Licence renewal / “Renew Residential Property Licence*

Guidance for completing the online application form



Introduction

Please use this guide to assist you with completing the licence renewal 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

e 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.

e 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 / Renew Residential Property Licence - Data search” page

1. Enter your licence number and renewal reference into the appropriate fields. These
can be found at the top right of the renewal reminder you received from us

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Data search

This step is to validate the current licence number used within the form
To use this form you will need to enter the full current licence number for the premises

If you do not know the current licence number you will need to contact the licensing department

Renawal Reference ® PHERYIELLLEQO

Licence Number * 18/00000/HMO

Previous
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“Review” page

1. The licence and property details will return. Confirm the details are correct

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  Rencw Reskdenilal Properiy Licence - Form
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“Applicant Details” page

1. Select the relevant applicant type

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Applicant Details @
* lencicantes & mandistory feld
As the applicant please select the appropriate statement? ™

2 This Is a Joint Application, | am one of the applicants
7 lam the Propased Licence Holder - The Sole Applicant, wha collects the rent and has sobe responsibility for managing the property
7 Lam the Proposed Licence Holder - There are other people invahved in the Ll of the property

. |
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“Details of the Person filling out this Form” page

1. Select the relevant option

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Details of the Person filling out this Form
* Indicates 3 mandatory fiekd

Areyou:”

An Individual/Joint Individual
Unincarporated Business Owner (Operating under 2 trade name)
A Partnership (Operating under a trade name)
Limited compary
Trustee
Charity
® A Managing Agent
Other

Quit | Previous
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“Details of the Person filling out this Form” page

1. Enter the details of the person filling out the form

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Details of the Person filling out this Form

* Indicates a mandatory field

Campany Name

Address

Street address *

Town/City -

County

Postcode *

Contact

Title*

First name~

Sur
T s nurmber
Mobile number (60

Fax number foptional)

Email®

test@test.com

I3 the principal compary address different from the registered company address

Yes
® No
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“Details of the person(s) to be named on the licence (Proposed Licence Holder)”
page

1. Select the relevant option
2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Details of the person(s) to be named on the licence (Proposed Licence Holder)

* Indicates a mandatory field

Typeof Licence Holder *

An Individual / Joint Individual
Unincorporated Business Owner (Operating under a trade name)
A Partnership (Operating under a trade name)
) ALimited Company
) ATrustee
ACharity
AManaging Agent
) Other

aut | prvos
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“Proposed Licence Holder Details” page (a)

1. Enter the Proposed Licence Holder’s details

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Proposed Licence Holder Details @
* incicates a manciatory feld

Company Nama™

Asdress

Street address*

Contact

First raema ~
Surname *

Telephone number
Mobile number (optional)
Fax number (optional)
Email*

Is the principal company address different from the registered company address entered? *

O Yes
O Mo

3. If“Yes” is selected for “Is the principal company address different from the
registered company address entered?”, details can be provided on the next page:

* Indicates a mandatory fleld
Please enter detalls of the Principal Company address If it differs from the registered address entered. In the case of a Limited Company, Partnership or trust registered outside the UK, the address within the UK where documents may be served.
Address

Street address ~

Town/City
County

Postcode



“Proposed Licence Holder Details” page (b)

If the proposed licence holder is a person, rather than an agent, company or charity etc., the
below screen will be displayed:

1. Enter the Proposed Licence Holder’s details

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Proposed Licence Holder Details @

* ldicates & mardstory fiekd

Postcode®

Dateof Birth*
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“Other Licensed Properties” page

1. Select the relevant response

2. If“Yes” enter details of the properties in the text box provided, as demonstrated below

3. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Other Licensed Properties
* Indicates a mandatory feid
Is either the Propesed Licence Holder or Joint Licence Holder currently the Licence Holder for other HMOs or Houses Under part 2 or part 3 of the Housing Act 2004 whether within the borough of Cheltenham or in ancther local housing authority? *

® Yes

No

If yes, please provide detalls.

51 Test Street
Bristol

BS11a4
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“Details of the Person Receiving the Rent” page

1. Select the relevant option

2. Click “Next” to proceed

3. If “another individual” option is selected, you will be provided with a screen to provide
the individual’'s details after clicking “Next”

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Details of the Person Receiving the Rent
* Indlicates a mandatory feld

Wha receives the rent?

{81 The Propased Licence Holder
The persan filling aut the form
Enter datails of another Individual

Enter details of another Non Individual [Company, Agent, Trustee etc)

Quit | Previous [N
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“Details of the Property Manager” page

1. Select the relevant option

2. Click “Next” to proceed

3. If“Yes” is selected, you will be provided with a screen to provide the individual’s
details after clicking “Next”

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Details of the Property Manager

* indicates a mandatory field
Are there any ather persons who may be involved in managing the property o the tenants in any other capacity? *

Yes
® No
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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 submitted 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” tick box 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

6. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Fit and Proper Persons Declarations (1)
~Indicates a mandatory field
The Authority must satisfy itself that:

+ The proposed licence holder Is a fit and proper person for that role and Is the most approprlate person to hold the licence for the property.
= Any proposed manager of the property is a fit and proper person for that rale and either has control of the house or is an agent or employee of the person in control of the house.
+ Anyone else invelved in managing the property is a fit and proper person,

To enable us to satisfy this legal requirement please download a copy of the Fit and Proper Persons form, All persons to whorm this section relates must answer all questions on the Fit and Proper i i d sign the fing declaration.

Please confirm all parties who have completed the Fit ar sons form and ensure each one is submitted as supporting documentation with this application.

We cannot issue a licence until we have a declaration that includes all the people described above.
If Cheltenham Barough Council finds you have failed to answer any of these questions truthfully it may refuse your licence application or revoke a licence it has issued.
In the event that your Licence is revoked. the licence fee will not be returned. The council will also require you to make 3 new application with a different proposed licence holder for which you may also need to pay a new licence fee.

Full Name *

Capacity

®) Proposed licence holder
Person receiving the rent
Proposed Manager
Other

W I declare that the Fit and Proper Persons Questionnaire and Fit and Proper Person Declaration have been completed and signed by the person
above and will be submitted with this application. *

B Enter another “Fit and Proper Persons Declarations™
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“Ownership (1)” page

1. Enter details of the property’s owner

2. If needed, additional owners can be added by ticking the “Enter another Ownership”
tick box at the bottom of the page

3. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Ownership (1) «

“Indicates a mandatory field

Town/City *
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“Details of the Freeholders and Leaseholders” page

1. Select the relevant response

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Details of Freeholders and Leaseholders
* Indicates a mandatary field

Does the owner hold the freehold? *
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“Details of Leaseholders” page

1. Select the relevant response

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Details of Leaseholders
*Indicates a mandatory field
Is there a Leasehold for the property? *

O Yes

® No

Previous GRS
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“Mortgage” page

1. Select the relevant response

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Mortgage
* Indlicates a mandatory feld
Are there any mortgages on the property? *

® Yes

O No
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“Supporting files” page

This page is where your supporting documents are uploaded.

1. Click “Browse...” to search your device for your supporting documents

2. Select the relevant file and upload

3. If the file has successfully uploaded, it will be listed in a green box on the right hand
side of the “Browse...” button

4. Repeat these steps until all supporting documents have been uploaded

5. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Upload Files

Supporting files @

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 documents to be supplied as part of your
application, which can be uploaded on the previous page.

1. Once afile has been uploaded, select the “Uploaded” option for each.
2. If afile 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”

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Supporting Documentation @

* indicates & mandatory field

You can sttach onling o send by past.

MNOTE: if sending documents by post. please send conkes and not originals a5 they will nat be returned.

Pested doo s should b ived by Built Ervi E Municipal Offices. Promenade. Cheltent GLS0 954 within 5 i | ittirg the plication. Failure to ds lead bo delay in dealing with your spplication.
o hat the i i wi the floar plan.
T ired as part of this apalication. P i have been uploaded or sent via past with vour apolication;
A simple floor plan showing the use of esch room e.g. bedroom, kitchen, bathroom *
® Upioaded
Posted

Cogy of the mast recent Landiard s Gas Safety Record ™

@ Uplaaded
) Posted
WA

Copy of the cisrrent Ekectrical Installation Condition Report

) Uploaded
Posted

Copy of & current Fire Detection and Alarm System Inspection and Servicing Report ™

® Uploaded
Posted

Copy of Emergency Lighting Perlodic Inspection and Testing Certificate iwhere applicable) *

& Uploaded
Posted
0 NiA

Sample copy of the writhen terms for tenants ™

% Uploaded

Page | 20



“Material Changes” page

1. Select the relevant response

2. Click “Next” to proceed

3. If Option “B” is selected, a free text box will be supplied after clicking “Next” to
provide details

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Material Changes
* Indicates & mandatory fiekd
| declare that the house in respect of which a licence is sought under Part 2/Part 3 of the Housing Act 2004 & subject to a licence under that Part at the time this application is made,

| further declane that to the best of nry knowledge either: *

® (a} none of the information described in paragraph 2(c) to (g) of that Act and previously submitted to the authority his materially changed since that licence wis granted:

b} there terial ch to the inf tion described in paragraph 2el to (g) of that Act and i bmitted to th ity 5i i ted;
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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

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

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Form

Declaration - Notification Requirements (1) @

* inlicates 2 mandisory fiokd

Yo must let certain, ing that you have made thi
The persens wha reed to knaw about it are =

» Anymoctgagee of the property to be ficensed
= Any person who has had a reglstered charge on the property
# Any owner of the property t which the application relates (M that Is not youl Le. the fr and any e

jve them o copy of it. A form is avallabie for downfoad wiiich you may use for this purpose,

= Anyother or of the pr any partof i i than

' The proposed Bcence holder [ that is not you)
# The proposed managing apent (f any} (f that i not youl
o A agroed that he will be bound by any sonditions ina licance. Hitle granted.

o must ball sach of thase parsons -

# Your name, address, telephone number and emall sddress. or fax mumber (1 any)

= The name. address, tebephone number and emsll address or fax number [ any) of the proposed licence holder (1 it will nat be you)
» Whether this b5 an application far a Property Licence under either Part 2or 3 of the Housing Act 2004

® The add % h

= The namme and address of the local housing sutharity to which the spplication wil be made

* The date the application will be submitted.

anctice of this

Street address™

Freeholder
Mortgage Comparry
P ogeee Ty Marusger

Othar

Diate of Service *

71 Agpiicant onling dectaration that rotice has been ghven ©

Diate deciaration made *

¥ Enter another “Declaration - Notification Requirements™
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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

CHELTENHAM BOROUGH COUNCIL  Renew Residential Property Licence - Form

Declaration that a Motice of Application has been Served on All Relevant Parties
* indicates a mandatory fiekd

M Declaration made on behalf of all applicants *
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1. Read the declaration text

“Declaration” page

2. Tick the 3 declaration tick boxes

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

4. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence -

Form

Declaration @

* Indicates 3 mandstory Field

Docurnents and Li

This authority is under a duty 1o protect the pubilic funds it
purposes. For further information. visit hitps./fwwee swapaudit ookl

ided for i ion of crime i i It enay

for suditing or administeri i furds

these

Section 247 of ing Act 2004, enabl dL far emsil. relevant to Parts 1 1o 4 of the Act. The term 'document” includes irg arxd the berm rek the Local Authorits
ks du Itisapr ic farm that the Local i i i ol they e I i . Therefore. thould you ot hon
manner, please compiete the authorisation below,
At ime shoulkd ither by Inor emaling enfs name, add
Correspondence will be sent edectranically.
i i b dge. I offs if | supply any i icn with arry of their fi der sy of Parts 1 to 4 of the Housing Act 2004 that is false o
hich | i Vs amfare reckle: it is false or misleadi

o | confirm | have read the above statement.

oefll st b bl

v Fihls
R ! appdicanss -
Date
Full Kame ™

1 Camel
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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, which will include a PDF copy of the application

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  Renew Residential Property Licence - Form

Email confirmation

The next page will display the licence fee to be paid

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”.

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Summary

Review the following items before submitting

Your application is not complete until payment has been made and the submission confirmed.

Your unique reference

DSFX1554358734220

Renew Residential Property Licence PDF

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 your successful application submission will be sent to the email address
provided in the “Email confirmation” screen.
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