
Landlord is required to 
licence properties

Accesses 
online portal

Adds LL name, 
contact details 

(address, 
email and 
telephone 
number)

Landlord decides 
whether to enter 

data himself or offset 
to an appropriate 

agency

Agency

Adds details of each 
rental property using 

property lookup.
Adds start of tenancy 

as pre / post 2014

Software identifies which 
properties (if any) are 
accredited their rating

Landlord 
confirms if 

correct (Yes / 
No)

Yes

Notification sent to 
Environmental Health for 
discrepancies only. LL can 
continue to licence those 

agreed as accurate

No

Accurate

Environmental 
Health check the 

information 

Agree

For those properties not accredited 
by Rent Safe the LL is asked:
Does the property meet minimum 
health and safety standards

If rented after 1 Nov 2015:
Is the deposit lodged with ‘My 
Deposits’ Yes / No
Was a Tenancy Agreement and 
Condition Report provided Yes / No 

Completed by landlord
LL makes 
payment 

online 

Licence(s) 
issued

Via Agent

Landlord is notified of the 
amount owed. Either pays 
online or pays agent direct 

and they make payment

Applications received:
1 Nov 2019 -  31 Jan 2020

Disagree
Work with LL 
to resolve the 

dispute 

Himself

System 
calculates the 
full amount 

based on the 
fee structure

Automated

Automated
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