Sub‑let Information Sheet 
Summary – Key Requirements for Sub‑letting
	Requirement
	Summary

	Notice to Council
	Must be submitted within one calendar month of tenancy start.

	Required Documents
	Tenancy agreement, correspondence address, agent details, management details.

	Fee
	£224.00 per sub‑let (no VAT) – payable online.

	Payment Method
	Online payment preferred; bank transfer permitted with notification. No cheques accepted.

	Renewals
	Renewed agreement (same tenants) or new agreement + fee (new tenants).

	Restrictions
	Property must be one private dwelling; lodgers and multiple occupation prohibited.

	Processing Time
	Council aims to respond within 10 working days.

	Licensing Scheme
	Sub‑letting requirements are in addition to the Private Rented Property Licensing Scheme.



1. Introduction
Many leaseholders choose to sub‑let their properties.
Under the terms of your lease, you are required to provide formal notice of any sub‑letting to the:
Sales and Leasehold Management Team
Town Hall, 1 Town Square, Barking, IG11 7LU
E: Leasehold@lbbd.gov.uk
T: 020 8227 2529

2. What Is Subletting?
Subletting occurs when a leaseholder rents out the entire leasehold property to another individual, known as the subtenant, while retaining legal responsibility for compliance with the lease.
Important Restrictions
· The property must be let as a single private dwelling.
· Lodgers, room‑letting, or multiple occupation (HMO‑style arrangements) are not permitted.

3. Required Documentation & Fee
When sub‑letting, you must supply:
· A copy of the Tenancy Agreement
· Your correspondence address
· Details of any letting or managing agents
· If self‑managed: Full details of your management arrangements
· A £224.00 fee (no VAT)

4. Payment Instructions
Online Payment (Preferred Method)
Visit: https://www.lbbd.gov.uk/make-a-payment
Select:
‘Leasehold services’ → ‘Leasehold Payments’ → ‘Legal Notice’
Once payment is made, the Council automatically receives confirmation.

Bank Transfer Payment
Bank: Lloyds TSB plc, City Office, PO Box 72, Bailey Drive, Gillingham Business Park, ME3 0LS
Account name: 	The London Borough of Barking and Dagenham
Sort code: 		30 00 02
Account number:	 01526028
Reference: [Insert property address] / Sublet
After making a transfer, you must email the team with:
· Payment date and time
· Amount
· Reference used
This ensures payment can be traced.
Note: Cheques are not accepted. All payments must be made online or via bank transfer.

5. Notice Timing & Renewals
You must submit formal notice within one calendar month of the tenancy starting.
Upon expiry of the tenancy:
· If tenants remain: Provide a copy of the renewed agreement
· If tenants change: Provide a new agreement and pay the £224.00 fee again

6. Updating Council Records
Once the agreement and fee are received, the Council updates internal records across:
· Council Tax
· Service Charges
· General Income
· Insurance
This ensures compliance with your lease and the building insurance policy with Protector Insurance.

7. Risks of Non‑Compliance
Failure to register a sub‑let may result in:
· Jeopardised insurance cover and invalidated claims
· Breach of mortgage terms (most lenders require notification)
· Breach of lease terms, giving the Council grounds for legal action
· Delayed or inaccurate Council records

8. Processing Times
The Council aims to respond to all sub‑let enquiries and updates within:
10 working days
If your property is unoccupied or not being sub‑let, please confirm this in writing so records can be updated.

9. Private Rented Property Licensing Scheme (Additional Requirement)
The London Borough of Barking and Dagenham operates a borough‑wide Private Rented Property Licensing Scheme.
A new Selective Licensing Scheme came into effect on 6 April 2025 and will run for five years.
The scheme applies to:
· All privately rented properties occupied by a single household
Required Action:
All landlords and managing agents must apply for a new licence under the current scheme (it is not a continuation of the previous one).
Private Rented Property Licensing Team
Barking Town Hall, 1 Clock House Avenue, Barking IG11 7LU
T: 020 8724 8898

