[image: image1.png]hical

PROPERTY




Package to tenants

This document aims to explain what is included in the payments that a tenant makes to The Ethical Property Company, as well as who is responsible for what. This follows and completes the guidelines of the codes of practice 1 and 2.

Our Objectives

· Supporting tenants in their development as effective social change organisations, by providing well-managed office space with the latest in Information and Communications Technology, at affordable rent, with flexible & supportive lease and space arrangements.
· Seeking to foster contact and the sharing of ideas and resources between tenants.
· Working to make our properties sustainable, ecologically sound and energy efficient, healthy and secure, accessible to all, and having a positive impact on the surrounding community.
Tenants of the Ethical Property Company are expected to:

· Join and participate in the Centre Management Group.

· Assist in managing the Centre in keeping with this code of practice.

· Willingly help with the management of the communal areas of the Centre.

· Willingly participate in the communal spirit of the Centre.

Rent

The monthly charge includes rent payable for your own office and a proportion of the cost of the communal resources and facilities within your centre. 

The Ethical Property Company is responsible for all external maintenance works and maintenance of the communal areas.

Tenants are responsible for arranging and paying their own contents insurance, cleaning of their own personal office space, decorating their own office once every 2 to 4 years and/or when they move out,  fixtures and fittings in their own offices (i.e. changing light bulbs). When a tenant moves in, or when we change a lock, we give one, two or three sets of keys (depending on the size of the organization). Any extra keys will be charged.

The code of practice 2 gives tenants a lot of information about how their centre works. It should be given to all employees of a tenant’s organization.

Service Charge

This varies depending on usage and the needs of the tenants. Tenants can reduce the charge significantly by reducing energy consumption (good for reducing global warming too!). It includes…

· Utilities - electricity, gas and water.

· Waste - waste collection services, recycling and sanitary bins.

· Cleaning - cleaning communal areas, (WCs, windows, kitchens…), cleaning products & toilet paper.
· Security - servicing all security systems, key holding, custodian & security guard functions. 

· Fire - servicing all fire systems inc. fire extinguishers, emergency lighting and fire alarms in the communal areas. 

· Plant - the servicing of the heating, cooling and ventilation systems, lifts and any other plant.

· Gardening services, postal services.

· Buildings insurance.

· Rates for the communal areas.
Service charges are at cost with a management fee of 15%. If there is a shortfall at the end of the year, the deficit is carried over for one year, but then the charge may need to be increased; if there is a surplus, it is carried over for one year then the charge may be decreased. If the sum to be carried forward is quite large, then adjustment might need to be made earlier. The maintenance and management of these services is the responsibility of the Ethical Property Company, with the guidance of the Centre Development Group. 

