NOTE TO USERS: This table contains example entries in each col
arrangements and complete the final three columns for each cate

Category of data Ref | Details of data collected/process
collected/processed
Identity and contact 1.1 Names
details for landlord
1.2 | Contact addresses (including email
address)
1.3 | Telephone numbers
1.4 | Email addresses
15 Dates of Birth
1.6 National Insurance Numbers
Bank details 2.1 Bank account details
2.2 Bank statements
2.3 | Credit check results
2.4 | Bank references
Property details 3.1 | Property address of any property w
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he entries to reflect their own data collection/processing

Lawful basis for Third Reasons
sed? processing parties for data
with sharing
whom
datais
shared
acts with the Contractual Enter Enter
obligation/consent/ relevant reasons
legitimate interests/legal code(s)
ncy obligations* (delete as from list
er applicable) below
ntract with the
nd payments Contractual Enter Enter
berty/tenancy | obligation/consent/ relevant reasons
tract with the | legitimate interests/legal code(s)
obligations* (delete as from list
applicable) below
engage Contractual Enter Enter
Sponsible obligation/consent/ relevant reasons
legitimate interests/legal | code(s)
obligations* (delete as from list
applicable) below
bmplete Contractual Enter Enter




Category of data
collected/processed

Ref

Details of data collected/process

to be let, or let and managed or whi
currently let and is to be managed

3.2

Heads of terms for proposed new Ig

3.3

Copies of the existing tenancy
agreements and other documentatig
relating to the tenancies (licences f(
alteration or assignment/subletting)

3.4

For each tenancy, the following detj
Start date;
Rents payable under the tenancies;
Details of service charge;
Period of occupancy;
Arrears;

Details of utilities;

Renewals

Rent deposits

4.1

Amount of rent deposits taken from
tenants

4.2

Amount of deposit paid by any third
and their contact details

4.3

nancy deposit
Tenancy deposit prescribed informd

Lawful basis for Third Reasons
sed? processing parties for data
with sharing
whom
datais
shared
t and other obligation/consent/ relevant reasons
legitimate interests/legal | code(s)
obligations* (delete as from list
applicable) below
ntract with the
perties to let
protect the Contractual Enter Enter
obligation/consent/ relevant reasons
legitimate interests/legal | code(s)
jal obligations | obligations* (delete as from list
applicable) below
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Category of data Ref | Details of data collected/process Lawful basis for Third Reasons
collected/processed sed? processing parties for data
with sharing
whom
datais
shared
4.4 | Tenancy deposit scheme If of the
documentation/correspondence can claim
tif
Rent and utilities 51 Records of rent due and received ecords Contractual Enter Enter
payment records berty/tenancy. | obligation/consent/ relevant reasons
5.2 | Bank statements relating to rental legitimate interests/legal code(s)
receipts nt to take obligations* (delete as from list
bf late/non- applicable) below
5.3 | Records relating to collection of f of the
administration fees
5.4 | Records relating to collection of utili pts owed to
charges for properties without sepa brd client
meter
ssion of the
55 Production of rental statements
5.6 | Records relating to collection of ser
charges
Issues with arrears and 6 Records relating to steps taken to rs nt to take Contractual Enter Enter
possession arrears or seek possession n against the obligation/consent/ relevant reasons
f the landlord. | legitimate interests/legal code(s)
obligations* (delete as from list
applicable) below
Repair and health & 7.1 Record of repair requests and actio perty is safe Contractual Enter Enter
safety issues taken (including building regulation tained obligation/consent/ relevant reasons
approval and completion certificates legitimate interests/legal code(s)
e of the obligations* (delete as from list
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Category of data Ref

collected/processed

Details of data collected/process

7.2 Risk assessments including fire ris
assessment

q entin

7.3 | Gas safety checks

Issues with breaches of 8.1
tenancy agreement or
complaints

Records relating to steps taken to
address breaches with tenants/resi
and others

third parties

8.2 | Records relating to complaints from

tenants/residents

8.3 | Records relating to complaints mad

Council tax and utilities 9.1 | Correspondence with local authorit

regarding Council Tax

9.2 | Correspondence with water compal
other utilities providers

9.3 Meter readings

Universal credit/housing | 10.1 | Correspondence with Department fj
benefit Work and Pensions (DWP) and/or |
authorities
10.2 | Correspondence and payment sche
for any benefits paid direct
Termination of tenancy 11.1 | Notices served

Lawful basis for Third Reasons
sed? processing parties for data
with sharing
whom
datais
shared
applicable) below
e agent’s
ions with the
jal obligations
ovenants are | Contractual Enter Enter
to allow obligation/consent/ relevant reasons
n to be taken | legitimate interests/legal code(s)
obligations* (delete as from list
fdress crime applicable) below
aviour
jal obligations
ect party is Contractual Enter Enter
ax and other | obligation/consent/ relevant reasons
legitimate interests/legal code(s)
obligations* (delete as from list
pvision of applicable) below
bperty and
s
Prmining Contractual Enter Enter
" entitlement obligation/consent/ relevant reasons
legitimate interests/legal | code(s)
obligations* (delete as from list
receives all applicable) below
nt on behalf Contractual Enter Enter
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Category of data Ref | Details of data collected/process
collected/processed
11.2 | References given to new prospecti
landlords
11.3 | Correspondence with tenancy depo
scheme regarding release of depos
and/or any deposit disputes
11.4 | Correspondence relating to any
belongings left behind by
tenants/residents
CCTV and Audio 12.1 | CCTV recordings
recordings
12.2 | Audio recordings, e.g. telephone

messages

General correspondence | 13
emails, text messages

All correspondence including letterg

Websites and online 14

platforms public domain

Information which is available in thg

Lawful basis for Third Reasons
sed? processing parties for data
with sharing
whom
datais
shared
bnd tenancy obligation/consent/ relevant reasons
t possession | legitimate interests/legal code(s)
obligations* (delete as from list
applicable) below
cy deposits in
bnancy
hal obligations
of premises Contractual Enter Enter
obligation/consent/ relevant reasons
legitimate interests/legal | code(s)
hnd anti-social | obligations* (delete as from list
applicable) below
‘loccupiers’
nancy
r
e
r Contractual Enter Enter
e obligation/consent/ relevant reasons
legitimate interests/legal | code(s)
obligations* (delete as from list
applicable) below
ity of the Contractual Enter Enter
obligation/consent/ relevant reasons
legitimate interests/legal | code(s)
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Category of data Ref | Details of data collected/processed

collected/processed

Superior Leases 15 Information which is available in
documentation relating to the superior
lease of the property

Service Contracts 16 Information which is available in servig
contracts

Insurance 17 Copies of the building’s insurance poli
and schedule
Other defects insurance liability in resj
of the property and other professional
public liability insurance policies

Mortgages/Loans 18 Details of any lender restrictions
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Lawful basis for Third Reasons
? processing parties for data
with sharing
whom
datais
shared
are obligations* (delete as from list
applicable) below
Contractual Enter Enter
obligation/consent/ relevant reasons
legitimate interests/legal code(s)
ce of the obligations* (delete as from list
lord applicable) below
es to be Contractual Enter Enter
obligation/consent/ relevant reasons
legitimate interests/legal code(s)
cy and obligations* (delete as from list
with the applicable) below
new Contractual Enter Enter
obligation/consent/ relevant reasons
legitimate interests/legal code(s)
laims on obligations* (delete as from list
applicable) below
of the
of the
ith the
ions
cy and Contractual Enter Enter
with the obligation/consent/ relevant reasons
legitimate interests/legal | code(s)
obligations* (delete as from list
ender of applicable) below




Category of data Ref | Details of data collected/process
collected/processed
Other 19

Table of third parties with whom data may be shared

C

(9]

Description

Professional advisers

Other letting/managing agents

Freeholder and/or their managing agent (for property in block

Credit referencing agencies

Debt collectors and tracing services

Local authorities and government/public bodies

Ombudsman/redress schemes

Professional body/regulator

Courts/Tribunals

Police/enforcement agencies.

Internet service providers

Banks/building societies

Tenant's/occupier’s next of kin/close relatives in case of eme

Joint tenants and other residents

Guarantors

Neighbours, other tenants and residents

Insurers

Tenancy Deposit Schemes

Universal Credit/housing benefit/other benefit administrator

H M Revenue and Customs

c|H|»n|m0|v(0|Z|Z|r| x| |—|T|@(mm|O|0|m|>|8

the property

Contractors, tradespeople and utility companies providing se

<

Prospective purchasers of our business when reference requ
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Lawful basis for Third Reasons
sed? processing parties for data
with sharing
whom
datais
shared
Contractual Enter Enter
obligation/consent/ relevant reasons
legitimate interests/legal code(s)
obligations* (delete as from list
applicable) below




Prospective purchasers of property

wW
X Other landlords when reference requested
Y Other — give details

Audited By:

Signature:

Date:
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