Manse check list for vacancy

1.
Read meters as soon as manse is vacated and inform utility companies.

2.
If winter time (circa October – April) ensure heating on at 15° and on twice a day 6am to 8am and 6pm to 9pm.  Or drain Central heating system and turn off Stop Cock.
3.
Inform Council Tax Department.

4.
Inform insurance company that Manse is vacant.
5.
Discuss with Synod Property Officer (SPO) whether a Manse Survey is needed.

6.
Assume Letting, as per Manse Policy
7.
Discuss with SPO (and possibly Letting Agent) work needed to let manse.
8.
Appoint Letting Agent.  [Synod to provide Agreement].

9.
Clear Manse of any rubbish or old furniture left behind and clean.

prior to let

1.
Read meters and inform utility companies of tenants’ names
2.
Inform Council Tax Department.

3.
Inform insurance company that manse is now let.

at end of let

1.
Read meters

2.
Inform insurance company when manse is re-occupied.

In case of a burst pipe
1.
Turn off water at Stop Cock.

2.
Call out emergency plumber.

3.
Inform insurance company and Synod Office

4.
Seek quotations for work.

5.
Agree with SPO work to be carried out.
Manse check list for vacancyrev.doc - 12/8/2010

