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SCHEDULE 1 Regulations 3 and 8(1)

FORM OF NOTICE OF INVITATION TO PARTICIPATE
COMMONHOLD AND LEASEHOLD REFORM ACT 2002

Notice of invitation to participate in right to manage

"To

[mame and address] (See Note 1 below)

[Name of RTM company]

{"the company"), a private company limited

by guarantee.of

|address of registered office]

and of which the registered number is

[number under Companies Act 2006)

is authorised by its articles of association to
acquire and exercise the right to manage

[name af premises to which notice relates)
{"the premises").

2. The company intends to acquire the right to
manage the premises.
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Either

3.1 The company's articles of association,
accompany this notice.

Yes. Tick if this is the case and proceed fo
paragraph 4 (See Note 2 below)

Or

3.2 The company's articles of
association, may be inspected in
accordance with the arrangements in
the following paragraph.

Yes. [Tick if the statement above

applies and complete the remainder of this
paragraph 3.] (See Note 2)

321 AL

[adddress for inspection)

3.2.2 between

[specify times]. (See Note 3 below)

3.2.3 At any time within the period of
seven days beginning with the day after this
notice 1s given, a copy of the articles of
association may be ordered from

[specifi address)
3.2.4 on payment of

Lspecify fee]. (See Note 4 below)

4. The names of—
{a) the members of the company;
{b) the company's directors; and

{c) if the company has a secretary, the name
of that person are set out in the Schedule

below,
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5. The names of the landlord and of the
person (if any) who is party to a lease of the
whole or any part of the premises otherwise
than as landlord or tenant are:

[specify]

6. Subject to the exclusions mentioned in
paragraph 8, if the right to manage is acquired
by the company, the company will be
responsible for—

{a) the discharge of the landlord’s duties
under the lease; and

{b) the exercise of his or her powers under the
lease,

with respect to services, repairs, maintenance
improvements, insurance and management.

7. Subject to the exclusion mentioned in
paragraph 8(b), if the right to manage is
acquired by the company, the company may
enforee untransferred tenant covenants. {See
Note 5 below)

£, If the right to manage is acquired by the
company, the company will not be
responsible for the discharge of the landlord’s
duties or the exercise of his or her powers
under the lease—

(a) with respect to a matter concerning only
part of the premises consisting of a flat or
other unit not subject to a lease held by a
qualifying tenant; or

(b) relating to re-entry or forfeiture.

9. If the right to manage is acquired by the
company, the company will have functions
under the statutory provisions referred to in
Schedule 7 to the Commonhold and
Leasehold Reform Act 2002, (See Note 6
below)

Either—

9.1 The company intends to appoint a
managing agent within the meaning of
section 30B(8) of the Landlord and Tenant
Act 1985,
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Yes. Tick if the statement above applies. If
vou tick this box, proceed fo paragraph 9.2, If
vou do not tick this box, proceed to
paragraph 9.4

9.2 If known, give the name and address of
the proposed managing agent below, Proceed
to paragraph 9.3.

[Name and address of the proposed managing
agent)

9.3 The person named in paragraph 9.2 above
is the current managing agent.

Yes, Tick if the statement above applies.
Proceed to paragraph 100 whether or not the
statement above applies.

Or

9.4 The company does not intend to appoint
a managing agent within the meaning of
section 30B(8) of the Landlord and Tenant
Act 1985,

Yes. Tick i the statement above applies [If
any existing member of the company has
qualifications or experience in relation to the
management of residential property, give
details in paragraph 4 of the Schedule
below:

10.1f the company gives notice of its claim to
acquire the right to manage the premises (a
"claim notice"), a person who is or has been a
member of the company may be liable for
costs incurred by the landlord and others in
consequence of the claim notice. (See Note 7
helow)

11. ¥ou are invited to become a member of
the company. (See Note 8 below)

12, 1f you do not fully understand the purpose
or implications of this notice vou are advised
to seek professional help.
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SCHEDULE

1. The names of the members of the company
are [state names of company members):

2. The names of the company's directors
are:[state director's names (if applicable))

3. The name of the company's secretary is:
[company secretary's name)

[If applicable complete the following
information.] (See paragraph 9.4 above)

4. The following member(s] of the company
[has][have] qualifications or experience in
relation to the management of residential
property:

(1

[Name of member]

[gualification in relation to the management
of residential property)

[Number of vears experience in relation to
the management of residential propertv]
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faddressfes] of [propertv]{propertiesand

dates when experience acquired

(2) [repear as above as necessary]

Signed by authority of the company,

[Signature of authorised member or officer]

[Tnsert dare]
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NOTES

1. The notice inviting participation must be
sent to each person who is at the time the
notice 1s given a qualifying tenant of a flat in
the premises but who is not already, and has
not agreed to become, a member of the
company. A qualifying tenant is defined in
section 75 of the Commaonhold and
Leasehold Reform Act 2002 ("the 2002 Act").

2. The notice must either (a} be accompanied by
a copy of the articles of association of the RTM
company or (b) include a statement about
inspection and copying the Articles of
Association of the RTM company giving the
information specified in paragraph 3 of the
notice.

3. The specified times must be periods of at least
2 hours on each of at least 3 days (including a
Saturday or Sunday or both) within the 7 days
beginning with the day following that on which
the notice is given.

4. The ordering facility must be available
throughout the 7 day period referred to in Note 3,
The fee must not exceed the reasonable cost of
providing the ordered copy.

5. An untransferred tenant covenant is a covenant
in a tenant's lease that he must comply with, but
which can be enforced by the company only by
virtue of section 100 of the 2002 Act.

6. The functions relate to matters such as
repairing obligations, administration and service
charges, and information to be furnished to
tenants. Details may be obtained from the RTM
company.

7. If the claim notice is at any time withdrawn,
deemed to be withdrawn or otherwise ceases to
have effect, each person who is or has been a
member of the company is liable (except in the
circumstances mentioned at the end of this note)
for reasonable costs incurred by

{a) the landlord,

(b} any person who is party to a lease of the whole
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or any part of the premises otherwise than as
landlord or tenant, or

(c) a manager appointed under Part 2 of the
Landlord and Tenant Act 1987 to act in relation to
the premises to which this notice relates, or any
premises containing or contained in the premises
to which this notice relates,

in consequence of the claim notice.

A current or former member of the company is
liable both jointly with the company and every
other person who is or has been a member of the
company, and individually. However, a former
member is not liable if he has assigned the lease
by virtue of which he was a qualifying tenant to
another person and that other person has become
a member of the company.

8. All qualifying tenants of flats contained in the
premises are entitled to be members. Landlords
under leases of the whaole or any part of the
premises are also entitled to be members, but only
once the right to manage has been acquired by the
company. An application for membership may be
made in accordance with the company's articles
of association which, if they do not accompany
this notice, may be inspected as mentioned in
paragraph 3.2 of the notice.

9. If the right to manage is acquired by the
company, the company must report to any person
who is landlord under a lease of the whole or any
part of premises any failure to comply with any
tenant covenant of the lease unless, within the
period of three months beginning with the day on
which the failure to comply comes to the
attention of the company—

{a) the failure has been remedied,

(b) reasonable compensation has been paid in
respect of the failure, or

(c) the landlord has notified the company that it
need not report to him failures of the description
of the failure concerned.

10 If the night to manage 1s acquired by the

company, management functions of a person who
is party to a lease of the whole or any part of the
premises otherwise than as landlord or tenant will
become functions of the company. The company
will be responsible for the discharge of that

person's duties under the lease and the exercise of
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his or her powers under the lease, with respect to
services, repairs, maintenance, improvements,
insurance and management. However, the
company will not be responsible for matters
concerning only a part of the premises consisting
of a flat or other unit not subject to a lease held by
a qualifying tenant, or relating to re-entry or
forfeiture.

11. If the right to manage is acquired by the
company, the company will be responsible for the
exercise of the powers relating to the grant of
approvals to a tenant under the lease, but will not
be responsible for the exercise of those powers in
relation to an approval concerning only a part of
the premises consisting of a flat or other unit not
subject 1o a lease held by a qualifying tenant.
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SCHEDULE 2 Regulations 4 and 8(2)

FORM OF CLAIM NOTICE
COMMONHOLD AND LEASEHOLD REFORM ACT 2002

Claim Notice

To [Mame and address] (See Note 1 below)
1.

[mame of RTM company]

i "the company"), of

[address of registered office]

and of which the registered number is

[umber under Companies Act 2006]

in accordance with Chapter | of Part 2 of the
Commonhold and Leasehold Reform Act
2002 ("the 2002 Act") claims to acquire the
right to manage

[name of premises to which notice relares)

("the premises").

10
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2. The company claims that the premises are
ones to which Chapter 1 of the 2002 Act
applies on the grounds that [state grounds]
(See Note 2 below)

3. The full names of each person who is
both—

(a) the gqualifying tenant of a flat contained in
the premises; and

(b) a member of the company,

and the address of that person’s flat are set out
in Part 1 of the Schedule below,

4. There are set out, in Part 2 of the Schedule,
in relation to each person named in Part 1 of
the Schedule—

(a) the date on which that person's lease was
entered into;

(b) the term for which it was granted;
(¢) the date of commencement of the term

*(d) such other particulars of that person's
lease as are necessary to identify it

*id) may be ignored if no other particulars
need to be given.

5. If you are—

(a) landlord under a lease of the whole or any
part of the premises;

(b) party to such a lease otherwise than as
landlord or tenant; or

(c) a manager appointed under Part 2 of the
Landlord and Tenant Act 1987 to act in
relation to the premises; or any premises
containing or contained in the premises,

you may respond to this claim notice by
giving a counter-notice under section 84 of
the 2002 Act. A counter-notice must be in the
form set out in Schedule 3 1o the Right to
Manage ( Prescribed Particulars and Forms)
(Wales) Regulations 2011, It must be given to
the company, at the address in paragraph 1,
not later than

11
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[specify date not earlier than one month after
the date on which the claim notice is given.

If you do not fully understand the purpose or
implications of this notice you are advised to
seck professional help,

6. The company intends to acquire the right to
manage the premises on

[specifi date, being at least three months

afier that specified in paragraph 5.]

7. If you are a person to whom paragraph 5

applies and

{a) you do not dispute the company’s
entitlement to acquire the right to manage:
and

(b} you are the manager party under a
management contract subsisting immediately
before the date specified in this notice,

you must, in accordance with section 92
{duties to give notice of contracts) of the 2002
Act, give a notice in relation to the contract to
the person who is the contractor party in
relation to the contract and to the company.
(See Note 3 below).

8. From the date on which the company
acquires the right to manage the premises,
landlords under leases of the whole or any
part of the premises are entitled to be
members of the company (See Note 4 below).

9. This notice is not invalidated by any
inaccuracy in any of the particulars required
by section 80(2) to (7) of the 2002 Act or
regulation 4 of the Right to Manage
{Prescribed Particulars and Forms) (Wales)
Regulations 2011. If you are of the opinion
that any of the particulars contained in the
claim notice are inaccurate you may notify
the company of the particulars in question,
indicating the respects in which you think
that they are inaccurate.

12
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SCHEDULE
PART 1

Full names and addresses of persons who
are both qualifying tenants and members
of the company

[ser out here the particulars reguired by
paragraph 3 above)

PART 2

Particulars of leases of persons named in Part 1

[Set aut in this table the particulars reguired
by paragraph 4 above] and repear as
necessary for each person named in the
Schedufe]

[Name of person referred to in Part 1 of this

Schedule]

[date on which lease was entered into]

[term of vears for which lease was
granted]

[date of commencement of term]

[such other particulars as are necessary io
identific the lease. This section showld not be
completed if it is possible to identify the
lease from the remainder of the information
in this table]

Signed by authority of the company,

[Signature of authorised member or officer]

[fnsert date]

13
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NOTES

1. A claim notice (a notice in the form set out in
Schedule 2 to the Right to Manage (Prescribed
Particulars and Forms) {Wales) Regulations 2011
of a claim to exercise the right to manage
specified premises) must be given to each person
who, on the date on which the notice is given, is—

ia) landlord under a lease of the whole or any part
of the premises to which the notice relates,

(b) party to such a lease otherwise than as landlord
or tenant, or

i) a manager appointed under Part 2 of the
Landlord and Tenant Act 1987 to act in relation to
the premises, or any premises conlaining or
contained in the premises.

But notice need not be given to such a person if
that person cannot be found, or if that person's
identity cannot be ascertained. If that means that
there is no one to whom the notice must be given,
the company may apply to a leasehold valuation
tribunal for an order that the company is to
acquire the right to manage the premises. In that
case, the procedures specified in section 85 of the

2002 Act (landlords etc. not traceable) will apply.

2. The relevant provisions are contained in section
72 of the 2002 Act (premises to which Chapter |
applies). The company is advised to consider, in
particular, Schedule 6 to the 2002 Act (premises
excepted from Chapter 1).

3. The terms "management contract”, "manager
party" and "contractor party" are defined in
section 91(2) of the 2002 Act (notices relating 1o
management contracts ).

4. Landlords under leases of the whole or any part
of the premises are entitled to be members of the
company, but only once the right to manage has
been acquired by the company. An application for
membership may be made in accordance with the
company's articles of association, which may be
inspected at the company's registered office, free
of charge, at any reasonable time.

14
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SCHEDULE 3 Regulations 5 and 8(3)

FORM OF COUNTER-NOTICE
COMMONHOLD AND LEASEHOLD REFORM ACT 2002

Counter-notice

To

[name and address](See Note 1 below)

Either

1.1 I admit that, on

[insert date on which claim notice was given),

[insert name of company by which claim
natice was given |

("the company") was entitled to acquire the
right to manage the premises specified in the
claim notice.

Yes. Tick i the staiement above applies and
proceed fo paragraph 2.

Or

1.2 1 allege that, by reason of

15
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[specify provision of Chaprer I of Part 2 of

the Comnonhold and Leasehold Reform Act
2002 relied on)

01

[insert date on which claim notice was
given|

[insert name of company by which claim
notice was given |

("the company™) was not entitled 10 acquire
the right to manage the premises specified in
the claim notice,

Yes. [Tick if the statement in paragraph 1.2
applies.]

2. If the company has been given one or more
counter-notices containing such a statement
as is mentioned in section 84 (2) (b) of the
Commonhold and Leasehold Reform Act
2002, the company may apply to a leaschold
valuation tribunal for a determination that, on
the date on which notice of the claim was
given, the company was entitled to acquire
the night 1o manage the premises specified in
the claim notice (See Note 2 below),

3. If the company has been given one or more
counter-notices containing such a statement
as is mentioned in section 84(2)(b) of the
Commonhold and Leaschold Reform Act
2002, the company does not acquire the right
to manage those premises unless—

{a) on an application to a leasehold valuation
tribunal, it is finally determined that the
company was entitled to acquire the rnight to
manage the premises; or

(b} the person by whom the counter-notice
was given agrees, or the persons by whom the
counter-notices were given agree, in writing
that the company was so entitled. (See Note 3
below)

16
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Either

Signed:

[Signature of person on whom claim nofice
served, or of agent of sich person Where an
agent signs, inseri also.]

"Duly authorised agent of

[insert name of person on whom claim notice
served)

Address:

JGive the address to which future
commiunications relating to the subject-
matier of the notice should be sent)

[Date]

Signed by authority of the company on
whose behalf this notice is given

[Signature of authorised member or officer
and statement of position in company]

Address

[Give the address to which fiture
communications relating to the subject-
matter of the notice should be sent]

Date [Insert date]

17
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NOTES

1. The counter-notice is to be given to the
company that gave the claim notice. The
company's name and address are given in that
notice.

2. An application to a leasehold valuation
tribunal must be made within the period of
two months beginning with the day on which
the counter-notice {or, where more than one,
the last of the counter-notices) was given.

3. For the time at which an application is
finally determined, see section 84({7) and (8)
of the Commonhold and Leasehold Reform
Act 2002,

18
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SCHEDULE 4 Regulation 6 and 8(4)

FORM OF CONTRACTOR NOTICE
COMMONHOLD AND LEASEHOLD REFORM ACT 2002

Contractor Notice

To

[name and address] (See Note 1 below)

I. This notice is given in relation to the
management contract, details of which are
given in the Schedule to this notice ("the
contract™) (See Note 2 below)

2. The nght to manage

[give the address af the premises which the
RTM company is to acquive the right io
manage] (See Note 3 below)

{"the premises") is to be acquired by

[state name of RTM company]

{"the company").

3. The registered office of the company is

[registered office address of RTM company]

19
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4. The date of acquisition of the right to
manage the premises by the company is

[date of acquisition]

5. If you wish to provide to the company
services which as the contractor party you
have provided to the manager party under the
contract you are advised to contact the
company at the address given in paragraph 2
above. (See Note 1 below)

Either

Signed:

[sigmature on behalf of company]

Duly authorised officer of:

[name of company giving the noticef

Date:

Or

Signed:

[signarire]

By or on behalf of

[name of personfentity giving this notice]

Date:
20
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SCHEDULE

Insert details below as requived by
paragraph [ above

Mame of contract as set out in the
contract documentation:

Premises to which the contract relates:

Parties to contract;

Date of contract :

Term of contract:

years and

months

Any other particulars necessary to identify
the contract in relation to which this notice
is given: [This section should only be
completed if the details above are not
sufficient ro identify the contract in question)]

21
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NOTES

1. The contractor notice (a notice in the form
set out in Schedule 4 to the Right to Manage
{Prescribed Particulars and Forms ) Wales)
Regulations 2011) ("the 2011 Regulations™)
is relevant when the right to manage certain
premises is to be acquired by a Right to
Manage company under the Commonhold
and Leaschold Reform Act 2002 ("the 2002
Act"). The contractor notice must be sent by
the manager party to the contractor party in
relation to an existing management contract
relating to the premises. The definition of
"existing management contract” is in section
91(3) of the 2002 Act. The definitions of
"manager party” and "contractor party” are
set out in section 91(2) of the 2002 Act.
Section 92(2) of the 2002 Act sets out the
time when such notices must be given.

2. If you are party to an existing managemen
sub-contract with another person you must
(a) send a copy of the contractor notice to the
other party to the sub-contract and (b) give to
the company a contract notice (a notice in the
form set out in Schedule 5 o the 2011
Regulations) in relation to the existing
management sub-contract in accordance with
section 92(4) of the 2002 Act. Section 92(5)
of that Act defines an existing management
sub-contract.

Section 92(6) of the 2002 Act sets out the
time when such notices must be given.

3. The RTM company is the company which
15 to acquire the night to manage premises in
accordance with Part 2 of Chapter 1 of the
2002 Act.

22
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SCHEDULE 5 Regulation 7 and 8(5)

FORM OF CONTRACT NOTICE
COMMONHOLD AND LEASEHOLD REFORM ACT 2002

Contract Notice

Tor

[mame and address of RTM company] (See
Mote 1 below)

{"the company”)

1. This notice is given in relation to the
contract details of which are given in the
Schedule to this notice ("the contract”). (See
Note 2 below)

2. Should the company wish to avail itself of
the services which the contractor party, or
sub-contractor party, has provided to the
manager party under the contract it is advised
to contact the contractor party, or sub-
contractor party

faddress ai witich personsentity giving this
natice should be contacted]

23
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Either
Signed:
[signature on behalf of companyv/
Duly authorised officer of:
[name of company giving the notice]
Date:
Or

Signed:

[sigmature]

By or on behalf of:

[rame of personfentity giving this notice]

Date:

24
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SCHEDULE

Insert details required by paragraph | above

Name of contract:

Parties o contract {See Note 3 below):

(1)

feontracior {or sub-contractor) party]

(2)

[manager partvf

Address of the contractor (or sub-contractor)
party under the contract:

Date of contract:

Term of contract:

years and

months

25
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NOTES

1. The contract notice (a notice in the form set
out in Schedule 5 to the Right to Manage
{Prescribed Particulars and Forms){ Wales)
Regulations 2011} is relevant when the right
to manage cerlain premises s o be acquired
by a Right to Manage company ("RTM
company”) under Part 2 of Chapter | of the
Commonhold and Leasehold Reform Act
2002 ("the 2002 Act"). The person who is the
manager party in relation to an existing
management contract must give to the RTM
company a contract notice in accordance with
section 92(1) of the 2002 Act. A person who
receives a conlractor notice who is also party
to an existing management sub-contract must
also give to the RTM company a contract
notice in accordance with section 92(4) of the
2002 Act.

"Existing management contract”, is defined
in section 91(3) of the 2002 Act. An existing
management sub-contract is defined in
section 92(5) of the 2002 Act.

2. The time for giving a contract notice is set
out in section 92(2) and 92{6)of the 2002 Act.

3. "Contractor party" and "manager party" are
defined in section 91(2) of the 2002 Act and
"sub-contractor party” is defined in section
92(4) of that Act.
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