HMO Licence supporting documents and checklist:

Please note: This is a checklist of the documentation required to be submitted for first time
licence applications. The application will only be complete when all relevant
documentation has been received by this office. Where copies of original documents are
provided, sight of the original document will subsequently need to be produced at a later
date.

Documents to be submitted: X

1 Completed, signed and dated application form;

Where the property owner(s) live outside the UK, provide a signed and dated
2 letter of authorisation from the owner(s), providing consent for the proposed
licence holder to complete the application and declaration on their behalf;

Provide proof of identification for the proposed licence holder (i.e. current photo
3 driving licence, passport, National Insurance document or Companies House
registered address);

Provide proof of address for the proposed licence holder (i.e. recent bank or
4 building society statement, tax correspondence, council tax bill, business rates
bill, utilities bill);

Provide Planning Permission consent and/or planning application reference

R number, also including Listed Building Consent (if relevant);

6 Provide Building Regulation approval or completion certificate relating to any
substantial building or conversion work (if relevant);

7 Provide signed management contract where the HMO is to be managed by
someone other than the owner;

8 Provide copies of signed tenancy agreements. Sample of current tenancy

agreement will be suitable to process application;

Provide a valid Electrical Installation Condition Report (EICR) which must be
9 less than 5 years old, including confirmation that any remedial work necessary
(recorded on the EICR) has been undertaken satisfactorily;

Provide a valid fire alarm test certificate or commissioning certificate where

10 installed within the last 12 months;

Provide a valid emergency lighting test certificate or commissioning certificate

E where installed within the last 12 months (if relevant);

12 | Provide a valid landlord’s gas safety certificate (if relevant);

Provide a valid portable appliance test (PAT) certificate which has been carried

13| out by a competent person;

14 | Provide a valid lift safety certificate (if relevant).

Floor plan showing the layout of each floor (including any cellar and/or attic

15 : : . : _
space) complete with room dimensions (metric measurements preferred);
Disclosure & Barring Service (DBS) Basic check, to be submitted for both the

16 licence holder and any proposed manager, if different from licence holder. All
checks must be dated within the last 3 months. You can apply online using: -
https://www.gov.uk/request-copy-criminal-record

17 Your application must be accompanied by the correct HMO licence fee, visit

www.cheshireeast.gov.uk/hmo to find out the current rates
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