Practical Techniques for Inventory
Clerks

Introduction
This book sets out to provide information for prospective, novice
or intermediate skilled inventory clerks in the practical techniques
and procedures necessary to prepare professional quality
residential lettings inventories.

There are many publications and courses detailing an inventory
clerk’s legal, technical and formal responsibilities and
requirements to trading in the Residential Property ILettings
Industry. Information and items such as these are not fully
covered or provided in depth in this book.

This book differs as it sets out to show you in practical steps

how to physically do the job
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CHAPTER 1 THE BASICS

The Basics

What is an Inventory?

n inventoty is a document that is prepared to provide an accurate written record of the

condition and contents of a Residential Lettings Property. A residential lettings property is a

flat, house or other residential dwelling that is owned by a landlord and is rented (let) to

tenants either furmished or unfumished. A landlord may let a property themselves or use a
Letting Agent or Property Management company. An inventory report that is agreed by the signatures
of a landlord (or their agent) and a tenant should be able to be relied upon as a definitive statement of
the contents and condition of a rented property at the beginning of a tenancy. The agreed report is
later used as an authoritative basis of comparison at a tenancy end.

An inventory report is usually compiled by an Inventory Clerk. Usually an inventory report is a printed
document that may have images included highlighting special features or defects found at a property.
Many inventory clerks provide a written report and supply a CD disk of images taken at the property
at the time of an inspection to support a written report. If reference is made in the report that the
supplied images form part of the report this should allow the images to be considered alongside the
written report in any future arbitration that may take place if there are disagreements during or at a
tenancy end.

Inventories can form part of a Tenancy Agreement between a landlord and tenant if referred to in a
tenancy agreement. For example: A tenancy agreement may refer to a ‘List of Fixture and Fittings’. An
inventory report relates to such a list.

Defects, soiling and damages should be noted in detail by a inventory clerk in the inventory report to
ensure that a landlord is able to prove whether a tenant caused damage or is liable for cleaning costs
which can then be charged to tenants, (usually by a landlord making a deduction from the tenants’
deposit.) Details of damages and defects set out in an inventory report equally protects tenants as

they are able to rely on an agreed report to prove that they are not liable for existing damages and
defects at the property present at the tenancy commencement.

What is an Inventory Cletk?

An inventory clerk is an independent professional who will visit a property before the start of a
Tenancy and prepare an unbiased report on the contents and condition of the property.

Who uses the services of an Inventory Clerks?

The most usual commissioning entities for inventory clerk services are:

= Landlords
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CHAPTER 1 THE BASICS
= Tenants.

= Letting Agents

= Property Managers.

= Relocation Organisations.

W hat services are usually supplied by an Inventory Clerk?

The most usual services commissioned ate:

= Inventory Inspection and Report

= Tenant Check In Setvices

= Intermediate Inspections and Report.

= Check Out Report

W hat are the qualifications required to be an Inventory Clerk?

At the time of writing the authors are not aware of any formal qualification requirements. Inventory
clerks should be aware that this may change over time and should keep in touch with residential
lettings industry developments. There are a number of organisations offering training and
accreditation to the extent that a receiver of such accreditation has attended a training course and has
attained the level of competence that has been designated to such training by the training course
provider. The authors understand that in qualifying for such accreditation an inventory clerk agrees to
conform to such training provider’s policies and guidelines in conducting their inventory clerk
business.

W hat are the benefits to a Landlord of having an Independent
Inventory?

A Landlord will be able to prove the contents and condition of a property at a tenancy
commencement. A Landlord will subsequently be able to rely on the inventory report as an accurate
basis for comparison of the contents and condition of a property at a tenancy end.

Many landlords think that a simple list of items is an adequate way to form an inventory. However, if a
dispute arises a landlord or tenant may ultimately have to go to arbitration or court and a simple list of
items may not be of much use if it does not contain fully detailed and accurate information. The
possibility may also exist that an arbitrator or judge may reject an inventory because it has not been
compiled by an independent person.
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CHAPTER 1 THE BASICS

An inventory report made by an independent professional inventory clerk may be considered essential
for landlords wishing to conform to best practice when dealing with their tenants.

For problems with tenancies created after April 2007 landlords are bound by the UK Government’s
Tenancy Deposit Scheme arbitration decisions if a deposit is taken from a tenant.

W hat are the benefits to a Tenant of having an independent
Inventory?

A tenant will be able to prove the contents and condition of a property at a tenancy commencement.
A tenant will subsequently be able to rely on the inventory report as an accurate basis for compatison
of the contents and condition of a property at a tenancy end. A tenant should be able to rely on an
independent inventory presented to them by a landlord or their agent at a tenancy commencement
only if it is rigorously checked by the tenant before agreeing to a report contents.

W hat are the benefits to a Letting Agent or Property Manager
of having an independent Inventory?

A letting agent or property manager will be able to prove the contents and condition of a property at a
tenancy commencement. A letting agent or property manager will subsequently be able to rely on the
inventory report as an accurate basis for comparison of the contents and condition of a property at a
tenancy end.

There may be instances where a letting agent or property manager prepares an inventoty report for
their landlord client ‘In House’. The authors are awate of a view that such an In House’ inventory
report may not be considered as being Independent’ in the event of arbitration or coutrt action that
places reliance on an inventory report. This author’s view is not definitive and the reader will need to
make their own enquities to validate this information.

Scope of Services Limitations

Unless an inventory clerk has other formal qualifications any services provided should be advised to
clients on the basis that their findings and opinions stated in reports are limited to the range of services
offered.

The author suggests an inventoty clerks terms and conditions and disclaimers set out cleatly that they
are not a qualified or specialist Surveyor or Valuer. Their opinions are not expert in respect of exactly
identifying fabrics, construction materials, woods, metals, paints antiques etc. and that the provided
inventory should not be considered to be an accurate statement of safety or integrity of a property
such as a specialist safety assessor or surveyor may provide.

We also suggest that a statement be included in an inventory clerks terms and conditions and all
reports stating that the accuracy of reports is subject to the agreement of the landlord and tenant. We
suggest that the opportunity for a landlord or tenant to agree the accuracy of reports is time limited so
that the accuracy cannot be challenged weeks, months or even years later.
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CHAPTER 1 THE BASICS

The authors view is that it should be made clear to an engager of their services that any inspections
and subsequent repotts are provided on the basis of what was seen and noted at the target property
and supplied without guarantee of the accuracy of any noted items construction or financial values.

We suggest that an inventory clerk does not make definitive statements as to the safety of any aspect
of a property or its installed fixtures, fittings or appliances etc. Although an inventory clerk may not
make statements of fact over and above what they see they may wish to bear in mind that as a person
being paid to report on the property they should be as helpful as possible in pointing out any
problems or potential and real risks within the property to the employer of their services. In short an
inventoty clerk should never commit themselves in respect of materials, values, safety veracity and
such items. This is due to an inventory clerk not being formally qualified to make such statements,
unless an inventory clerk holds such a qualification.
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