

PROPERTY ON BOARDING FORM


Please type in your responses and return as a word .doc or .docx format via email
Property Owner details
	Name
	

	Mailing Address
	


	Email Address
	

	Mobile Number
	

	Proof of ID
Indicate ID type and send a copy via email
	

	Property Insurance details/ policy no.
	

	Bank Details:

	Bank Name:
 Address:
 Account Name:
 Account Number:
 Sort Code:

	Mortgage Information
	Do you have a mortgage attached to this property?   Y          N
Have you optained permission from your lender?       Y          N

	Owner’s Country of residence
	Will you be residing overseas during this or future guest stays?     Yes    No
If yes, do you have a FICO number?       Yes           No
FICO Number: 
Overseas address:

Your UK-based contact:
Name:
Tel:

	Property Information
	Gas account number:
Supplier:
Meter location:

Electricity account number:
Supplier:
Meter location:

Water account number:
Supplier: 
Meter location:
Stopcock location:

Council Tax Area:
Account number: 




Listing Details
	Listing Name
(If currently listed)
	

	Listing Address
	


	Property Type (Apartment, Holiday Home, Townhouse etc.)
	

	Floor Area sqm/sqf
	

	Maximum Occupancy
	

	Smoke-Free
	 ALL OUR PROPERTIES ARE SMOKE FREE

	Pet Friendly?
	

	Parking Details (location, for how many vehicles, instructions)
	






Describe your property:
	









Calendar:
	Property is available from 
	

	Property is available until
	



Facilities
  Bedroom/s
Please Identify bed types and bed number in each bedroom.
Kindly indicate if the items below are found in the property. If so, provide us with as much details as possible such as, but not limited to, quantity, size, location, made, care instructions
	
	Single Bed
	Double Bed
	King Bed

	Bedroom 1
	
	
	

	Bedroom 2
	
	
	

	Bedroom 3
	
	
	

	Sofa/Pullout beds
	
	
	

	Portable Fan/s
	

	Crib/ Travel Cot
	

	Wardrobe/furniture
	



 Toilet and Bathroom
	
	Location
	Toilet (Y/N)
	Bathtub (Y/N)
	Shower (Y/N)
	Towel Rail

	Bathroom 1
	
	
	
	
	

	Bathroom 2
	
	
	
	
	

	Bathroom 3
	
	
	
	
	

	Hair Dryer (no.& location)
	

	Hot water Instructions (shower/tap)
	





 Safety and Security
Please indicate if the items below are found in the property. If so, provide us with as much details as possible such as, but not limited to (quantity, size, location, made, operation instructions)
	Lock Box 
(location, code)
	

	Automatic Door Lock
(Brand and instructions)
	

	Door Lock Instructions
	

	Windows/Blinds 
(Instructions)
	

	Security Cameras
location
	

	Stair Gate / safety gate
	

	Smoke alarm
(location/ install date)
	

	Heat Alarm 
(location/ install date)
	

	First Aid Kit
	

	Fire Extinguisher & 
fire blanket
	

	Carbon Monoxide detector
(location/ install date)
	

	Safe (indicate code)
	



 Laundry and Cleaning
Please indicate if the items below are found in the property. If so, provide us with as much details as possible such as, but not limited to quantity, size, location, made and model, operation instructions
	Linen Cupboard & details (code)
	

	Hangers
	

	Washing Machine 
	

	Tumble Dryer
	

	Drying Rack
	

	Iron & Ironing board
	

	Hoover
	

	Bins (indoor)
	

	BIns (outdoor)
	





 Kitchen and Dining
Please indicate if the items below are found in the property. If so, provide us with as much details as possible such as, but not limited to, quantity, size, location, made and model, operation and clean instructions
	Stovetop / Hob
	

	Oven
	

	Microwave
	

	Fridge/ Freezer
	

	Toaster
	

	Dishwasher 
	

	Kettle 
	

	Coffee Machine
(What type, what coffee is needed)
	

	Cutlery and Tableware
	

	Glass wares
	

	Cooking Utensils
	

	Kitchenware
	

	Dining Table
	

	Dining Chairs Number
	

	High Chair / Booster
	

	Dishes and silverware
Bowls, chopsticks, plates, cups, etc.
	






 Technology and Media
Please indicate if the items below are found in the property. If so, provide us with as much details as possible such as, but not limited to quantity, size, location, made/model, operation instructions.
	TV 
(Indicate if Smart TV/ LED TV)
	

	TV License
(validity date)
	

	Wi-Fi
Network / Password
	

	Router location
	

	Muliti media players
	

	Streaming Services
(Netflix, Prime)
	



 Accessibility
	Number of Floors 
	

	Bedroom location 
(ground, upper)
	

	Stairs/ Steps count
	



 Outdoor
Please indicate if the items below are found in the property. If so, provide us with as much details as possible such as, but not limited to (quantity, size, location, made/model, operation/cleaning instructions)
	Garden
	

	Outdoor Seating
	

	Outdoor Dining
	

	Patio/ Balcony
	

	Outdoor Stockroom
	



 Utilities
Please indicate position/ location and brief description and/or operation instruction of the following:
	Gas
	

	Electricity meters
	

	Water stopcock
	

	Fusebox
	

	Wifi Router/s
	






Safety Certificates
Please indicate details of the following. Kindly submit the certificates via email
	
	Last check/
service date
	Valid Until
	Can you send a copy of the certificate before the go live date?

	Boiler
	
	
	

	EICR
	
	
	

	Gas
	
	
	

	PAT Testing
	
	
	



Instructions
	Bin Collection Instructions

	

	Heating / Boiler
Instructions
How is the heating controlled? Are there thermostats/Nest?

	

	Heated Towel Rack
	

	Washing Machine/ Tumble Dryer Instructions
	

	Special Appliances instructions
	

	TV instructions
	

	Garden Maintenance Required
	








House Rules
Please indicate additional rules you want to be added for your place
	










The local area
	Neighbourhood particulars & highlights
	

	Getting around – 
The nearest bus stop, stations, taxi etc
	

	Your favourite independent shop, café, restaurant etc.
	

	The nearest supermarket & pharmacy 
	T

	Any other relevant information 
	



Additional Information
Use this space for any additional information about your property that is not covered by the tables above:
	









FOR MANAGEMENT’S USE ONLY

Pricing:
	Business Model
(for accounting dept)
	% + vat

	Service Fee (Monthly)
	

	Price Range
	

	Cleaning Fee 
	£

	Interim Clean
	

	Linen Change Only
	

	Security Deposit
	

	Pet Fee
	N/A

	Early Check In/ Check Out Fee
	



	Tasks
	Date scheduled/completed
	Notes

	POF reviewed
	
	

	Terms signed
	
	

	Inspection completed
	
	

	Safety Certificates Received
	
	

	SET UP 
	Date scheduled/completed
	Notes

	Keys received 
	
	

	Duplicate Keys/ Lock Box Set Up
	
	

	Deep clean scheduled
	
	

	Staging (if needed)
	
	

	Photoshoot by Socials
	
	

	Take Instructional Videos
	
	

	DELIVERY OF:
	Date scheduled/completed
	Notes

	· Full replenishment of consumables
(Cleaning chemicals and cloths, toiletries, tea, coffee, sugar, S&P, oil)
· Property Signages
· Guest Manual

	
	

	ACCOUNT
	Date scheduled/completed
	Notes

	Property Folder in SP
	
	

	Guesty Owner Account Created
	
	

	Guesty Listing Created
	
	

	Published to OTAs (if needed)
	
	

	Assigned to Rate Strategy
	
	

	Connect to Pricelabs
	
	

	Announced to the team
	
	



www.houseofluchini.host   •    stay@houseofluchini.host    •    +44 1223 827900
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