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Home Ownership 
administration fees 
2022/23

This factsheet lists the administration fees that are payable to us for specific services or transactions 
provided to homeowners. We’re unable to progress your request without this fee. These are not 
included in the annual service charge management fee.

Pre-sale enquiry pack (landlords enquiries) £250.00

Pre-sale enquiry pack  
(updated information if the original pack is under six months old) £65.00

Remortgage enquiry pack (100% leasehold) £160.00

Notice of transfer £110.00

Notice of charge £110.00

Notice of transfer and charge £220.00

Certificate of compliance / certificate of consent £125.00

Lease extension £250.00

Lease extension (Equity loan customer) £140.00

Enfranchisement (per unit) £405.00

Home improvements (permission request basic – up to five requests) £55.00

Home improvements (permission request - complex) £240.00

Loft license £370.00

Initial review and feasibility for loft sale £475.00

Retrospective consent £90.00

Deed of variation £55.00 

Rectification to lease £240.00

Consent to remove/modify/cancel Land Registry restriction £30.00
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In addition to the administration fees listed above, where required, you may also be expected to cover our legal costs and your own legal costs as 
part of the transaction. All fees include VAT.

Approval of remortgage (shared ownership and RTB/RTA) £140.00

Approval of remortgage and further advance (shared ownership) £180.00

Buying more shares (staircasing) £250.00

Repaying equity loan  
(including MyChoice HomeBuy, Starter Home Initiative, HomeBuy) £250.00

Approval of transfer of ownership (shared ownership) £210.00

Approval of transfer of ownership (equity loan) £180.00

License to assign £125.00

Subletting approval (leaseholders) £30.00

Subletting approval with notice of underlet (leaseholders) £110.00

Subletting deed of variation (leaseholders) £180.00

Subletting license (shared owners only) £180.00

Buildings Insurance confirmation of provision “Comfort letter” £65.00

Copy of lease (if available from our files / land registry)  Free of charge

Copy of lease/title register (electronically from HM Land Registry) £15.00

Paper copies of standard enquiry packs/documents  
(non-landlords enquiries) per document £15.00
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Summary of tenants’ rights and obligations  
Administration Charges

1. This summary, which briefly sets out your rights and obligations in relation to administration charges, 
must by law accompany a demand for administration charges. Unless a summary is sent to you with a 
demand, you may withhold the administration charge. The summary does not give a full interpretation 
of the law and if you are in any doubt about your rights and obligations you should seek  
independent advice.

2. An administration charge is an amount which may be payable by you as part of or in addition to the 
rent directly or indirectly - for or in connection with the grant of an approval under your lease, or an 
application for such approval; for or in connection with the provision of information or documents; in 
respect of your failure to make any payment due under your lease; or in connection with a breach of a 
covenant or condition of your lease. If you are liable to pay an administration charge, it is payable only 
to the extent that the amount is reasonable.

3. Any provision contained in a grant of a lease under the right to buy under the Housing Act 1985, 
which claims to allow the landlord to charge a sum for consent or approval, is void.

4. You have the right to ask a First-tier Tribunal (Property Chambers) (previously the Leasehold Valuation 
Tribunal) whether an administration charge is payable. You may make a request before or after you 
have paid the administration charge. If the tribunal determines the charge is payable, the tribunal may 
also determine - Who should pay the administration charge and who it should be paid to; the amount; 
the date it should be paid by; and how it should be paid. However, you do not have this right where - 
a matter has been agreed to or admitted by you; a matter has been, or is to be, referred to arbitration 
or has been determined by arbitration and you agreed to go to arbitration after the disagreement 
about the administration charge arose; or a matter has been decided by a court.

5. You have the right to apply to a First-tier Tribunal (Property Chambers) for an order varying the lease 
on the grounds that any administration charge specified in the lease, or any formula specified in the 
lease for calculating an administration charge is unreasonable.

6. Where you seek a determination or order from a First-tier Tribunal (Property Chambers), you will 
have to pay an application fee and, where the matter proceeds to a hearing, a hearing fee, unless you 
qualify for a waiver or reduction. The total fees payable to the tribunal will not exceed £500,  
but making an application may incur additional costs, such as professional fees, which you may  
have to pay.

7. A First-tier Tribunal (Property Chambers) has the power to award costs, not exceeding £500, against 
a party to any proceedings where - it dismisses a matter because it is frivolous, vexatious or an abuse 
of process; or it considers that a party has acted frivolously, vexatiously, abusively, disruptively or 
unreasonably. The Upper Tribunal has similar powers when hearing an appeal against  
a decision of a First-tier Tribunal (Property Chambers).

8. Your lease may give your landlord a right of re-entry or forfeiture where you have failed to pay 
charges which are properly due under the lease. However, to exercise this right, the landlord must 
meet all the legal requirements and obtain a court order. A court order will only be granted if you 
have admitted you are liable to pay the amount or it is finally determined by a court, a tribunal or by 
arbitration that the amount is due. The court has a wide discretion in granting such an order and  
it will take into account all the circumstances of the case.
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Registered Office: 

29-35 West Ham Lane, Stratford, London, E15 4PH 

Homes & Communities Agency L4517  
Industrial & Provident Society 30441R Exempt charity


