
 

 

 

 

SERVICE CHARGE INFORMATION SHEET 

 

What does a Management Company do and why do we need one? 

A Management Company is necessary where a development has communal areas which require an element of 

maintenance. Each resident becomes a shareholder and/or Director of the Management Company. The Directors 

would normally appoint ‘managing agents’ to manage the company and manage the communal areas. 

Why do I need to pay Service Charge? 

The Service charge that you pay is your contribution towards the overall cost of managing and maintaining the 

communal areas of your development including any plant or equipment situated therein. 

When will I be required to pay service charge and how much will it be? 

You will need to begin paying service charges once the development has been handed over to the Residents or 

Managing Agents from the builders. 

We will meet with the builders and assess the service charge costings and provide a budget which will be provided to 

all owners prior to purchasing a property. 

How do I become Director and/or Shareholder of the Management Company? 

Your solicitor would have made you aware at the time of your purchase that you would need to become a shareholder 

and/or Director of the Management Company and would have provided you with the forms to sign when you 

exchanged contracts to buy the property. You and your solicitor must ensure that you are registered as a Shareholder 

and/or Director. This is especially important should you wish to sell the property in the future, as you would need to be 

able to pass on your share of the Management Company to your buyer. 

 

York House Service Charges 

 

Service Charge per annum for Plots 1 – 11 will be £830.00 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

What we do as your Management Company 

 

Once the last plot on your estate or block has been sold the builders will contact us to take over our 

management. 

We will receive all documents from the solicitors with regards to your name and transfer dates etc. 

We will have already produced a draft budget to your builder based on plans and drawings of the build, we 

will then come out once the building works are complete and re-evaluate the budget. 

Once all plots are sold we will then write to all owners with an introduction letter and a copy of the budget 

and if it is due a copy of the invoice also. 

We will obtain all relevant insurances that your development requires including Buildings Insurance, 

Directors & Officers Insurance and Public Liability Insurance. We liase with the brokers and provide them 

with all the relevant information they require to obtain a competitive quote and we arrange this annually and 

settle the invoice through the service charge. 

We use a software called Resident which has all the relevant information on relating to your service charge 

account, once all information is uploaded to the system we can manage your account effectively. 

Each service charge period is added to the system and invoices are produced and sent out by email 

preferably, but we can do paper copy if no email address is provided. 

We obtain all log in details for Companies House and submit all confirmations statements and add and 

remove directors as and when needed and make sure all accounts are up to date. 

We work with your chosen accountant and we supply them with all the relevant information they require to 

produce the accounts for the year end, we provide them with copies of all invoices, copies of all arrears, 

copies of the balances of service charge account and reserve account (if there is one), and a summary of 

all income and expenditure.  

We obtain quotes if needed for communal cleaning, grounds maintenance, fire alarm tests, lift contracts 

and any other maintenance required. 

We will liase with Directors regarding quotes and make sure they are within the budget and make sure you 

are happy to go ahead with these before we commence. 

We instruct and deal with any contractors that need to attend site. 

We log and pay all invoices that need paying in a timely manner. 

We attend the estate or block and carry out inspections 4 to 6 times annually, more if needed and we check 

all lights are in working order and take meter readings for Landlords communal supply, so the bills are 

always correct. 

We will arrange and conduct AGM’s (currently not able to do so with all owners unless virtual) 

We will be available via email and telephone every weekday and will try and respond to all queries with 72 

hours. 



We manage your utility supplier and use a block management utility company to check and compare prices 

each year and find the best priced contract for the communal supply. 

We deal with all the paperwork when someone sells a property, solicitors will contact us with an LPE1 or 

FME1 form to fill in and supply the supporting documentation this will then need to be followed up by 

supplying a draft deed of covenant and certificate of compliance. Then the account may need to be split 

based on a daily rate depending on when the transfer takes place. 

 

 

  

 

 


