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Referencing Guidelines
HOW TO APPLY

When applying for a property, it is important to provide accurate and thorough information on
your application form. The landlord will review all application forms before deciding which
applicant to proceed with.

If your application is successful, we will use Goodlord, a third-party referencing company to
verify your references.

Below are the guidelines and verification information required when applying for a rental
property:

REFERENCING REQUIREMENTS:

All Applicants (and Guarantors) are required to provide the following details on their
application and upload relevant documentation to Goodlord:

= Credit report authorisation — consent for Goodlord to perform a credit check
= Photographic proof of ID (passport, driver’s license)
= Proof of current address (recent utility bill or bank statement)

Depending on your circumstances, further references are required as stated below:

1. Landlord Reference
Details to include on application form:
= Landlord or agents name and contact information
= Previous address of rental
= Duration of tenancy

Verification process:
= The landlord will be contacted via Goodlord to confirm rent history, any issues during the
tenancy,

=  Where the landlord is private and not through an agency, the tenancy agreement must be
uploaded and landlord registration number supplied (if renting in Scotland).
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Tenants must provide a recent Landlord Reference if they have been a tenant within the last 5
years.

If applicant has not rented, they must provide a character referee, someone of professional
standing who is able to confirm the tenant’s ability to act responsibly and keep the rental
property in good order. They cannot be a member of the applicant’s family and would, for
example, include: a community leader; previous employer; academic supervisor; professional
contact who knows the prospective tenant well. We can only accept a work/professional email
address that can be verified.

2. Employed/Self Employed
Details to include on application form:

= Employment status
= Employer’s name and contact information
= Length of employment
= Current position and salary or income details
Verification Process:
= Employer must complete online Goodlord employment reference request detailing
contract type, length of contract, annual salary and guaranteed overtime or bonus

= Documentation - upload last 3 months payslips. If new employment, upload confirmed
offer/acceptance letter

If self-employed, provide proof of earnings over a period of one to three years. This could be in
the form of bank statements, trading records, or tax returns. Please provide reference from your
accountant on proof of earnings.

If retired, please provide information relating to pension/accountant reference/evidence of
independent means stating annual income

3. Student
Details to include on application form:
= Provide course details
= University / College information
= Year of Study
= Source of funding rental payments
Verification Process:
= UK based guarantor must be provided (see below for guarantor requirements) OR evidence
of funding for living expenses
= Documentation - Letter from university confirming student status

4. Guarantor requirements (only applicable if applicant is a student or by landlord
agreement)

Details to include on application form:
= Name and contact information
= Provide residential details
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= Employment status

= Employer’s name and contact information

= Length of employment

= Current position and salary or income details
Verification Process:

= Employer must complete online Goodlord employment reference request detailing
contract type, length of contract, annual salary and guaranteed overtime or bonus

= Documentation - upload last 3 months payslips. If new employment, upload confirmed
offer/acceptance letter

The guarantor, together with the tenant, shall be jointly and severally responsible for the
tenant’s obligations under the terms of the lease. The guarantor will be required to sign the
tenancy agreement and will be responsible for any non-payment of rent, property damage or
other tenancy breach during the tenancy.

Financial Reference

Tenants are required to upload the following documentation to Goodlord:

Copies of their current account bank statements covering the last 3 months and showing salary
payments/regular income into this account

Important Information to remember

* Ifyour application is accepted, all documentation must be uploaded to Goodlord
as noted above

* Itis expected that tenants must earn 30 times the monthly rental income and
guarantors must earn 36 times the monthly rental income in order to be able to
afford the rent

* Allreference details should be accurate and up-to-date

* Failure to provide complete or truthful information may result in your application
being rejected.

* Please ensure that all references are informed that they may be contacted as part
of the application process.

APPLICATION PROCESS

Once your application is approved, we will request refundable 50% of the rent as a deposit to
secure the property.

Subsequent references, credit and ID-checks are taken care via our online third-party
referencing company Goodlord as detailed in the verification process above.

Goodlord will email an online form for you to complete, allowing you to upload all the relevant
reference documents to Goodlord dashboard, and to upload additional information as detailed
above.
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THE LETTING AGENT CODE OF CONDUCT

The Letting Agent code of Practice (the “Code”) sets out the standards expected of letting
agents operating in Scotland in how they manage their business and provide their services. If

you would like a copy of the code, please ask a member of the team who will provide a copy
electronically or please follow the link below:

https://www.gov.scot/publications/letting-agent-code-practice/documents/

Page 4 of 4



