
Register with landlord 
registration

Tour property, show tenant 
how things work, point 

out stopcock and meters

Tell tenant how to report 
repairs and emergencies

Arrange settling in visit for 
six weeks into tenancy

End tenancy
Serve notice to end tenancy

Arrange check out visit 
and provide tenant with 
information about what 

you will be inspecting 
and looking for

Tenant vacates
Get keys back

Inform Council Tax and 
utility suppliers that 

tenant has vacated

Contact deposit scheme 
provider regarding deposit 

return arrangements

Prepare property 
for re-letting

Check references and 
emergency contact details

Give GDPR fair processing 
notice to prospective tenants

Set up Private 
Residential Tenancy

Issue guidance notes
Sign tenancy agreement

Register with ICO

Inform mortgage lender 
& insurance company

Check tax implications

Ensure adequate smoke 
detector & carbon monoxide 
detector provision is in place

Ensure fire extinguisher
and fire blanket are fitted Give tenant copy of landlord’s 

gas safety check & electrical 
safety certificates

Arrange payment of 
rent, deposit, etc

Complile inventory & 
take meter readings

Lodge the deposit with 
a government approved 

Tenancy Deposit Scheme 
and issue prescribed 

information sheet to each 
tenant within 30 working 
days of start of tenancy

Conduct Legionnaires’ 
risk assessment (diary 

review date now)

Inspect for Repairing 
Standard purposes

Arrange Energy Performance 
Certificate (EPC) and display 

certificate in property

Inform council tax & utility 
suppliers of tenant details

Complete key agreement form

Hand over keys

Advertise for tenant 
including EPC rating and landlord 

registration number in advert

Arrange viewings
(with permission of current tenant 

if property is occupied)

Arrange for landlord’s 
gas safety check & 

electrical safety checks
(diary next checks now)

CLICK FOR MORE INFORMATION

https://landlordregistrationscotland.gov.uk/
https://scottishlandlords.com/resources/documents-factsheets/settling-visit-letter/
https://scottishlandlords.com/resources/documents-factsheets/end-tenancy-procedures/
https://scottishlandlords.com/resources/documents-factsheets/id-checks-money-laundering-tenant-referencing/
https://scottishlandlords.com/resources/documents-factsheets/appendix-3-model-fair-processing-notice-private-landlords/
https://scottishlandlords.com/resources/documents-factsheets/private-residential-tenancy-agreement-including-sal-additional-terms/
https://ico.org.uk/for-organisations/data-protection-fee/self-assessment/
https://www.gov.uk/guidance/help-and-support-for-landlords
https://scottishlandlords.com/resources/documents-factsheets/safety-private-lets/
https://scottishlandlords.com/resources/documents-factsheets/inventory-form-template/
https://scottishlandlords.com/resources/documents-factsheets/prescribed-information-document/
https://scottishlandlords.com/resources/documents-factsheets/legionnaires-disease/
https://scottishlandlords.com/resources/documents-factsheets/repairing-standard-first-tier-tribunal-scotland-housing-property-chamber/
https://www.scottishepcregister.org.uk/assessorsearch
https://scottishlandlords.com/resources/documents-factsheets/key-mandate/
https://scottishlandlords.com/resources/documents-factsheets/safety-private-lets/

