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1. What is a Property Inventory and 
Schedule of Condition?

A Property Inventory (and schedule of condition) is a 
document that records the condition of a Property and all 
the items within the property, including its full description, 
furnishings, fi ttings and decorations. It should be made 
prior to a new tenancy agreement commencing and 
it should then be agreed between all of the parties 
concerned with the tenancy agreement.

2. Why is an Inventory required?

The need for the parties to be able to accurately 
record the condition of the Property is fundamental 
should there be any issue with regard to condition 
and damage, at the end of the tenancy.

In April 2007, the government introduced the Tenancy 
Deposit Protection Scheme which “protects” a tenant’s 
rent deposit. This means that, if the landlord wishes to 
make a claim against the tenant’s deposit, either for 
damage caused to the property or for rent loss and the 
tenant disputes this, the landlord is obliged to process a 
formal claim, either via the Deposit Protection’s Dispute 
Service (which carries out an objective assessment on 
evidence presented) or via the Courts. 

In either case, the landlord will be obliged to clearly 
evidence that the tenant has caused the damage and 
this is where the Inventory and Check-Out Report are 
very necessary, basically acting as the ‘Before’ and ‘After’ 
evidence.

3. How is an Inventory made up?

In order for it to be a reliable document, all areas 
of the Property need to be detailed and described 
fully within the Inventory, so that there can be no 
confusion between the landlord and the tenant (and, 
potentially, the Courts or the Dispute Service, if there 
is a claim) as to the condition of the Property at the 
start of the tenancy.

It is not suffi cient simply to prepare a list of items that 
are inside the property. You must fully describe the items, 
detailing the condition and cleanliness of them. 
For example, if describing a set of curtains, you will need 
to detail:

1. The material they are made from 
2. The colour and pattern
3. If they are lined
4. The condition of them (using our standard Legend of 

Terms)
5. The cleanliness of them (using our standard Legend 

of Terms)
6. Any defects that are visible

If you don’t clearly explain these points and simply say 
“A Set of Curtains”, then the tenant could change the 
curtains, possibly substituting an inferior set and the 
landlord might have no case to hold them responsible.

This same rule applies for all items you are describing.

A property Inventory should take into account all of 
the aspects of the Property, room by room, including:
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Walls

Ceiling

Doors & door furniture

Skirting

Windows

Floor coverings

Lights

Switches

Furniture

how they are decorated and in what condition

ditto

ditto

ditto

what type, how decorated and in what condition

type, quality, colour and condition, 
any wear marks/stains

type, colour and condition

type (i.e. brass, plastic etc.) colour and condition

detail each piece, type, colour, 
material, condition, marks

An Inventory will also record other points, such as the 
utilities readings, number of sets of keys to be provided 
with the Property etc.



4. What is so unique about 
InventoriesRus™?

The InventoriesRus™ facility is unique because 
it allows anyone, even someone with limited or no 
experience, to prepare a robust and quality Inventory 
in the shortest possible time.

The InventoriesRus™ Inventory document has been 
designed incorporating advice from a Senior Lawyer 
who is an Adjudicator for The Dispute Service, in order to 
ensure it is as robust as possible.

Following the simple steps detailed in this manual, or 
on the website, it is possible for you to prepare a quality 
Inventory for a 2-bed furnished property in less than 
2-hours. This will not only save you a great deal of time but 
it also means that you can save a considerable amount of 
money, if you normally outsource your inventories to an 
outside agency.

Your InventoriesRus™ Inventory will be very robust and 
a big additional Plus is that, when the tenancy fi nishes, 
using your Private Library section of the InventoriesRus™ 
website, you can produce a Check-Out report refl ecting 
all of the Inventory comments and allowing space for you 
to note any variances in condition. 

NOTE: there is a lot of misleading and Inaccurate 
information circulating about the need for you to employ 
an independent inventory clerk to carry out your Inventory.

QIsn’t it a requirement of the Dispute Service or the 
Courts that I must use an independent inventory          

         clerk for my inventories?

ANo, this is a total misconception. Neither the Courts   
nor the Dispute Service can require you to use an 

Deposit Protection Service (DPS).

Thank you for your recent email to The DPS.

I am concerned to hear that you have been previously advised that 
The DPS would not accept an inventory unless it was completed 
by an independent clerk. I can advise that The DPS ADR team will 
never refuse the submission of any evidence.

I can confi rm that you are not required to employ an external 
contractor to complete an inventory for you. The DPS best practice 
guidance is always that inventories or check-in/check-out 
reports should ideally be signed by both parties and be as 
detailed as possible to enable the independent adjudicator to 
make an informed decision.

I hope that this assists you, however if The DPS can be of any 
further assistance please do not hesitate to contact this offi ce.

Yours sincerely,
Christina Jacobs 

Dispute Resolution Manager 
The Deposit Protection Service
enquiries@depositprotection.com
T +44 (0)870 707 1707 
The Pavilions, 
Bridgwater Road, 
Bristol 
BS99 6AA, 
United Kingdom
www.depositprotection.com

This “Private Library” section (which is available only to 
you) of the InventoriesRus™ website means that you can 
store all of your Inventories and then update them at the 
end of each tenancy (using the information detailed on 
the Check-Out report) in anticipation of the next tenancy.

Finally, one of the most important features of 
InventoriesRus™ is our Guarantee which states that, 
provided...  

1. you have produced a full and detailed Inventory 
      following the steps set down in this manual and 
      on our website, and 

2. you attended a Check-In with your Tenant and that 
the Inventory forms (including any Tenant comments) 
were duly signed by all parties, and

3. you provided the Tenant with a copy of the Guidance 
Notes for the Tenant at the end of the Tenancy (and 
obtain a proof of posting for same) and made a 

      suitable appointment to conduct the Check-Out, and

4. you conduct a Check-Out report, even if the Tenant 
does not attend, marking up the report objectively 
and taking supporting dated photographs where 

      required.

...yet, despite this, a valid and reasonable claim you 
have made against your Tenant has been rejected by 
the Dispute Service or the Courts, due to the fact that 
Inventory was deemed insuffi cient or invalid, then we 
will cover the reasonable costs of your claim. 

The terms of this Discretionary Guarantee are detailed 
on our website and the Guarantee is given strictly in 
accordance with those terms.
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5. How to use InventoriesRus™ to 
produce a robust Inventory

The InventoriesRus™ facility has been designed to be 
very simple and easy to use so that, with minimal training, 
you can produce a high quality, robust, Inventory that you 
or your landlord clients can rely upon.

First, once Registered, Log-On to 
InventoriesRus™.co.uk and follow 
these simple steps  

Step 1

Print out and photocopy the blank “Inventory Notes” 
form (including a Cover Sheet) and use these to list 
all of the details when you carry out your on-site 
inspection of the Property. Alternatively, you can take 
your Notes using a Dictaphone (as many Agents prefer 
to do), which will speed up the Notes taking process 
massively.  Remember to be consistent in your use 
of the Condition and Cleanliness descriptions. 

Start with the exterior (if it is a house), making sure that 
you detail every aspect of the Property, including the 
garden (if applicable), as well as everything inside. 

Remember, if describing décor in the Living Room, detail 
the colour of the walls as well as the condition of them. 

NOTE:  It has previously been the case that a landlord’s 
Inventory said that the walls were “freshly painted” but it 
didn’t say that they were coloured Magnolia. During the 
AST, the tenant painted the walls purple and the landlord 
complained. But a Judge ruled that, since they were 
still “freshly-painted”, the landlord had no claim against 
the tenant, even though the new colour was not to the 
landlord’s liking!

So, for example, based on this, a proper description of 
the carpet in a Living Room might be:

Condition:  Reasonable Condition

Cleanliness:  Good clean condition and 
   suitable for occupation

Other comments: Beige wool-mix carpet of 
   medium quality, which appears  
   to be 1 or 2 years old. Very light  
   wear marks on main walkways.  
   No visible stains or marks. Has  
   been thoroughly vacuumed.

With a description like this, enhanced by a photograph, 
there could be no dispute if, at the end of the tenancy, 
there were lots of stains and marks, who it was that was 
responsible for them.

Step 1 continued...P.T.O

InventoriesRus™ Manual

4



Step 1 (continued)

When taking your Notes for each room, work  
methodically, following a standard order. A good 
order to follow might be:

1. Doors
2. Walls
3. Ceiling
4. Skirting
5. Windows
6. Floor covering
7. Radiators
8. Light fi ttings
9. Curtains/blinds
10. Sockets/switches
11. Smoke alarms
12. Fixed furniture (shelves etc.)
13. Loose furniture (including pictures)

NOTE: When describing Kitchen fi ttings, be careful to 
detail the condition of the units, cooker and hob because 
these are often bones-of-contention for landlords, when 
tenants do not clean them properly or regularly. So, if 
the landlord feels that a ‘Deep Clean’ of the cooker is 
necessary at the end of the tenancy, it is vitally important 
that the Inventory shows that the cooker was very clean 
and tidy at the start of the tenancy.

Take a photograph of the front of the property and up 
to 5 photographs of each Room internally (you can take 
more photos of each room, but our facility will only let you 
upload fi ve).

Remember, photographs are intended to be an 
enhancement to a written description, not instead of a 
written description. Photos won’t always clearly show 
areas of wear and tear in, say, a carpet and they might 
not highlight marks on a painted wall.

When detailing the garden (if applicable), try to use 
layman’s terms, rather than specifi c botanical terminology 
which a tenant (or Adjudicator/Judge) may not understand. 
Nevertheless, gardens are an area often neglected by 
tenants but can be expensive to bring back into good 
order, if they have been untended. Therefore, be clear 
and precise with regard to the layout of the garden, lawn, 
beds, shrubs etc., and take supporting photographs.

See examples 1/2 illustrating an extract 

from a completed Notes form.

Step 2

Once all of your on-site Notes are made, Log-In 
again and access your Private Inventories section. 
Then following the on-screen instructions, click on 
the ‘Add New Property’ link and follow the simple 
instructions to ‘Set Up your Property’. You can also 
upload one photo of the exterior of the Property.

Then, once the Property has been saved, proceed to set 
up the different Rooms and sub-sections (including the 
exterior and garden, if appropriate), by following the on-
line instructions. These are prompted by the drop-down 
boxes but, if a room or an item you wish to describe isn’t 
detailed in our default list, our system allows you to use 
your own description. 

In each case, using the data you have written on your 
Inventory Notes, list-down all of the features that make 
up the property. The facility has separate sections for 
Features (i.e. walls, fl oor coverings) and Furniture (i.e. 
sofas, chairs etc.)

Then, once you have fi nished the written description of 
all the facets making up the Room, you can upload your 
chosen photographs (maximum 5 per room) using the 
browse facility at the bottom of the Room page.

Once this has been done, click the ‘Continue and Add 
Another Room’ button and repeat the process for all of 
the other rooms of the property. Any Inventory that you 
part-fi nish will be saved as a Draft so you can fi nish it at 
another time and you will not lose your working data.

Step 3

When you have fi nished listing and detailing all of 
the aspects (rooms, features etc.) that make up 
the Property, click the button headed ‘Download 
Inventory’ and your Inventory PDF will be produced. 

Remember to print out one copy of the Inventory for you 
and one for the tenants which, ideally, you will give to 
them at Check-In, when you get them to sign and agree 
it. 

If required, save the PDF on your computer.

See examples 3/4/5 illustrating an extract 
from a completed Inventory.
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Step 4

The Inventory will be saved within your own Private 
Library section of InventoriesRus™ system, so it can 
be amended at any time. This means that you can 
upload and amend the property details within your 
library to refl ect any Tenant comments at Check-In 
(see Chapter following regarding Check-In).

NOTE: if amending the Inventory in the Private Library 
section to refl ect tenant’s comments at Check-In, DO 
NOT dispose of the original signed inventory, with the 
tenant’s handwritten notes as you may need this in the 
event of a later dispute. 

Step 5

At the end of the tenancy, you can produce a Check-
Out Report from within your Private Library section 
(see para.9 following, regarding Check-Out). If you 
have amended your Inventory after the tenant made 
Check-In comments, then these amendments will 
automatically be refl ected in the Check-Out report.  

This Check-Out Report can then be used to compare 
the current condition of the Property with the agreed 
condition at the start of the Tenancy.

Finally, another big plus with InventoriesRus™ is that, 
when a new tenant moves into the Property, you can 
produce a new Inventory for them very quickly, simply 
by editing the existing inventory and amending it in 
accordance with the Notes you make at Check-Out and 
using photographs taken at Check-Out.

6. Conducting a Check-In

At a Check-In the tenants should be met at the property 
and allowed to view it whilst looking at the Inventory. This 
way, they can compare the notes on the Inventory with 
the facts on the ground.

This usually takes about 1 – 1½ hours to complete and 
you should consider the following points and processes: 

NOTE: It is always preferable for a Check-In to be 
conducted with the tenant, at the property, before 
theystart moving their furniture in. The reason for this is 
simple - it allows for the Inventory to be signed by the 
tenants and any comments they might wish to make 
noted on it, before they receive the keys to the property  
and before they might cause damage when moving 
furniture/belongings in. 

From a legal perspective, conducting a Check-In, where 
the tenant signs the Inventory there and then, is the 
best way to ensure that the tenant cannot later dispute 
anything within the Inventory. We recommend following a 
standard procedure, along the lines of:

Produce 2 copies of the Inventory. Give the tenant(s) one 
copy of it and walk around the Property with them and 
read out, in order, from the Inventory, the points raised 
with regard to each feature.

If they have any valid issues to raise, with regard to the 
condition stated in the Inventory and provided you agree 
them, make sure that they are noted in the appropriate 
(right hand side) column on both copies of the inventory. 
If you cannot agree the tenant’s comments then you need 
to reach a compromise which you are both satisfi ed with. 
It is better to resolve such disagreements at the start of 
the tenancy rather than at the end, when it may become 
a dispute. Remember, the law will expect you to be 
objective so, if your paintwork is only in “Good Condition” 
but you have noted it as being in “New Condition” on the 
Inventory, then you need to be realistic.

Agree the meter readings with the tenants.

Para.6 continued...P.T.O6
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6. Conducting a Check-In (continued)

If, for any reason, it isn’t possible for either you or the 
tenant to attend a Check-In then the only solution is to get 
the tenant to sign the Inventory when you give him/her/
them the keys and they sign the AST. You should then 
give them 7-days in which to return to you, with any hand-
written comments on their copy of the Inventory, asking 
you to sign it agreeing to those comments. If they do this, 
then take a copy of their Notes for your records.

The problem with doing this, however, is that damage can 
occur when the tenant moves furniture into the Property 
and he/she/they could then argue that “it was like that 
when we moved in”. 

Also, if the tenant fails to return to you within the required 
7-days, in order to log any comments, they may later say 
that you were not available and, in this way, they may 
argue that they were prejudiced. And, 6 or 12-months 
later on, it will be very diffi cult for you to prove that you 
were available to meet with them. Very often, the Courts 
or the Dispute Service will accept a tenant’s word on this, 
which means that any claim you have might be
thrown-out.

REMINDER: The unique InventoriesRus™ facility allows 
that, if amendments are made by the Tenant (and agreed 
by you), either at Check-In or within 7-days, or, if there 
are agreed changes during the Tenancy, then you can 
amend the on-line copy of your Inventory within your own 
Private Library section of our website. This means that, 
when you produce a Check-Out report, it will refl ect these 
amendments.You must, however, retain the original 
printed and signed copy of the Inventory, including the 
handwritten comments because this is what you will need 
to rely upon if there is ever a dispute.

There is no additional cost to you if you amend the 
property information, within your Private Library.

Our Discretional Guarantee (that, if a damage claim 
by a landlord or agent, which relies upon an Inventory 
prepared using InventoriesRus™ procedures and 
system, fails either in Court or with the Dispute Service, 
we will pay the cost of that damage) will only apply if you 
have carried out the Inventory, Check-In and Check-Out.

See example 6 illustrating an extract from a completed 

Inventory with Tenant’s comments at Check-In added.

7. Guidance Notes for Tenants at the   
end of a Tenancy Term

It is important, once a Tenant has given Notice that they 
are leaving or, alternatively, you have given them Notice 
that the tenancy is to fi nish on a certain date, that you 
send them a set of Guidance Notes, explaining what 
you will require of them before you attend to carry out a 
Check-Out report.

NOTE: When you send this Notice, obtain a Proof of 
Posting (which is Free of Charge) from the post offi ce. 
This provides good dated evidence that you posted 
the but, unlike a Registered Letter, it will be delivered 
normally so cannot be refused by the recipient. The fact 
that you can thereafter prove that you sent this Notice 
will be useful should you need to make a claim and your 
Tenant failed to attend the Check-Out appointment.

A Notice along the lines of the one following should 
suffi ce.

You should keep a copy of the Notice letter you send.
Then, at the Check-Out appointment, the Tenant should 
be given the opportunity to review with you the condition 
of the Property, whilst looking at the Inventory form, 
in order that you both can compare the notes on the 
Inventory with the facts on the ground.

Example Notice letter on following page 

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Date:
Dear Tenant,

Now that a date for the termination of your tenancy 
has been agreed, I/we will need to attend to complete 
a Check-Out report. I/we will attend the property on xx/
xx/2xxx at xx:xx  hrs in order to carry out the Check-Out 
report.

If the above-mentioned appointment date or time is not 
practical for you, please contact me/us immediately, 
offering an alternative which I/we will do my/our best to 
comply with. Please contact me/us on (01XXX) XXXXXX 
or email XXXX@xxxxx.com

The Inventory that you signed and agreed at the start 
of the tenancy will be checked at the Check-Out and 
any variances, discrepancies or damages will be noted. 
You will be held responsible for any damaged or missing 
items, over and above reasonable Fair Wear and Tear 
and, for the avoidance of doubt, this includes the cost of  
proper cleaning of the property,  if you have not done so.

The following notes are intended to assist you in preparing 
the property for the Check-Out. To avoid unnecessary 
costs being lodged against you, it is advisable that you 
read these notes and take the appropriate action:

• Ensure that you remove all your items and that you 
clean the property thoroughly, so that it is in a good 
clean condition at Check-Out

• All woodwork, skirting, dado and picture rails, shelves, 
cabinets etc., should be wiped-down and/or polished

• All walls and ceilings should be dusted and wiped 
over where necessary

• Carpets should be vacuumed and, if required in your 
AST agreement, professionally shampooed

• All kitchen equipment, including cookers, hobs, 
microwaves, ovens, toasters etc., should be 
thoroughly cleaned and should be free of grease and 
residue

• All kitchen cupboards and worktops should be 
emptied and wiped down

• Bathrooms and toilets should be thoroughly cleaned 
and wiped down

• All light bulbs should be in working order
• Any picture hooks, nails etc., installed by you should 

be removed and the walls made good, including 
      fi lling and repainting
• Gardens should be left in a well-maintained 
       condition, lawns cut, beds weeded etc.
• You should leave us a note of your forwarding 
       address

Yours sincerely XXXXXXXX

8. What is “Fair Wear & Tear”?

Fair wear and tear is damage or deterioration that 
occurs through normal use or is the normal change that 
takes place due to the ageing of the property. If the only 
damage or deterioration is through normal everyday use, 
you cannot reasonably charge a Tenant for the cost of 
refurbishing the Property or an Item within the Property. 

If, for example, the carpet in the living room is a cheap, 
contract-quality, corduroy, which was new at the start 
of the tenancy, but 18-months later, at the tenancy 
end, there are visible wear marks along the most-used 
sections of the carpet, you could not reasonably consider 
this to be the tenant’s responsibility because such wear 
is very typical in cheap carpet.

Also, if a Tenant spills a glass of red wine over a 3-year 
old medium-quality carpet, you could not charge them for 
providing a brand new carpet, especially if the reasonable 
lifespan of the carpet was only ever 5-years. You could, 
however, reasonably charge them 2/5ths of the new 
carpet price. 

NOTE:  Many landlords either don’t understand or 
become frustrated by this point and, to some degree, 
they would be right. After all, why should a  landlord be 
forced to pay 3/5ths of the cost of buying a new carpet 
now, when he or she might reasonably have expected to 
get a further two years life out of the old one? 

It does seem very unfair and yet, unfortunately, it is the 
law.

Examples of general “Fair Wear and Tear” include: 

• cracked window panes due to old warped frames 

• woodwork paint that becomes scratched or chipped 

• wall and ceiling paint that fades or discolors over time 

• plaster or brickwork cracks that appear as the 
      building settles 

• cracked fl oor or wall tiles resulting from structural 
movement 

• carpets worn from day-to-day use 

Examples continued on next page...
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Examples of general “Fair Wear and Tear”(continued)

• kitchen counters marked or scratched by kitchen 
implements 

• walls accidentally marked by random contact or 
sunlight 

• wear to white goods that is the result of normal usage, 
rather than the Tenant’s misuse.

If damage is caused by Fair Wear and Tear, a landlord 
cannot reasonably charge this to the tenant. 

Of course, Fair Wear and Tear does not include intentional 
or careless damage caused by the exiting tenant or their 
guests at any time during the tenancy. 

Examples of damage that may not be covered by fair 
wear and tear include: 

• door or window glass or frame cracked from being 
carelessly slammed 

• paint discoloring through regular candle or cigarette 
smoke 

• linings or trim damaged by hammer, screwdriver or 
rough use 

• minor damage that worsened over time because it 
was not reported for repair. 

Assuming you have a well prepared Inventory, the job of 
assessing whether damage noted at Check-Out is Fair 
Wear & Tear or Tenant Damage should made simpler.

9. Conducting a Check-Out

When the tenancy is due to expire, fi rst send the Tenant 
the Check-Out Guidance Notes as detailed in para.7.

Then, download a Check-Out report in duplicate (one for 
you and another for the Tenant) from your private library 
section of our website. This document will be virtually 
identical to the original Inventory, with the exception that 
the photographs are not included and the column headed 
“Tenants Comments at Check-In” has been substituted 
for “Check-Out Comments”. 

The Condition and Cleanliness comments as they were 
on the Inventory are refl ected in the Check-Out report 
by means of a tick alongside the appropriate description, 
in the ‘In’ column. This allows you to easily compare the 
original Condition situation with the Condition situation 
now (please see sample Check-Out Report). You should 
note the current Condition/ Cleanliness by way of a cross 
in the ‘Out’ column.

NOTE:  If any tenant’s comments were made (and 
agreed by you) at either Check-In or within 7-days of the 
AST starting (see chapter on Conducting a Check-In), it 
is possible that you may have updated the Inventory to 
refl ect these within your Private Library. If you have done 
so then your Check-Out report will show these comments. 
Otherwise, you will need to take along your original hard 
copy of the Inventory, including any hand-written tenant 
comments, so that it can be considered when comparing 
to the Check-Out condition.

Arrange the Check-Out appointment for no later than 
24-hours after the fi nal day of the tenancy. The timing of 
this is important so that the Tenant cannot later say that 
variances in condition occurred after he/she/they had left 
the property. 

Try, wherever possible, to conduct the Check-Out during 
daylight hours, simply because this means that you can 
see as much of the property in natural light as possible.

See example 7 illustrating an extract from a Check-Out 

Report with handwritten comments made.

Para.6 continued...P.T.O
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9. Conducting a Check-Out (continued)

Follow a set pattern of procedures for the Check-Out, 
for example:

1. Take back the keys

2. Read the meters

3. Obtain the Tenant’s forwarding address (if you have 
not already got this)

4. Go through the Check-Out report, room by room 
and item by item, reviewing the current condition 
and comparing it to the Inventory condition. Where 
you discover something that is either missing or 
damaged, use the relevant comments box to detail 
this. You should write up any comments, even if they 
are genuine Wear and Tear, although in such case, 
you should make a FW&T (fair wear & tear) note 
alongside. If the damage is more than FW&T, discuss 
this with the Tenant and make accurate notes.

5. Provided your Tenant attends the Check-Out, make 
sure that both his/her/their copy of the Check-Out 
report are marked up

6. Provided your Tenant attends the Check-Out, make 
sure that they sign both copies of the document

NOTE: If your Tenant fails to attend the Check-Out 
appointment, you should complete the Check-Out report 
as detailed above and then send the Tenant a copy of it 
as soon as possible, provided that he/she has left you a 
forwarding address.

Take dated photographs of any damage and save 
these because they may be needed later in the event 
of a dispute.

You can use your Check-Out notes to update the Inventory 
in your own Private Library of InventoriesRus™, meaning 
that you can then more quickly prepare the Inventory for 
the next Tenant who will move into the property. 

10. Amendments to Inventory during the 
lifetime of a Tenancy

From time to time, during a tenancy, it becomes 
necessary to make amendments to the Property, perhaps 
redecorating a room or rooms or fi tting a new carpet. In 
such case, you need to be able to refl ect these changes 
as an amendment to the Inventory. In order to do so, you 
should follow the following Steps:

InventoriesRus™ Manual

Step 1

Print off a copy of the ‘Amendment to Inventory Form ‘ 
from our website (in duplicate, one for you and one for 
the tenant).  Write the property address onto the forms, 
along with the date of the original Inventory and the date 
the amendments are being recorded (i.e. today’s date)

Step 2

In each row, write which Room within the Property each 
change applies to (i.e. Living Room) and also the original 
Inventory Item Number (i.e. if in the original Inventory, the 
Walls in the Living Room were item 10, then this is the 
number you should note down). If, however, the ‘Addition’ 
is a new item, which was not recorded in the Inventory (i.e. 
you are adding a gas fi re where one did not previously 
exist) then give this item the next sequential number (i.e. 
if the last item number in the Inventory was 72, then this 
gas fi re should be item 73). You should complete the form 
in duplicate, one for the tenant and one for you.

Step 3

Tick which of the Condition and Cleanliness references 
adequately refers to the Amendment and make written 
Notes, in exactly the same way you did when originally 
making your Inventory Notes. Make sure that you 
accurately record the conditions and details because you 
need to get the tenant to sign that he/she/they agree to 
your description. Take dated photographs to support your 
written comments.

Step 4

Both you and the tenant(s) need to sign the Amendment 
forms and you each retain a copy to be kept with the 
original Inventory.

REMINDER: A unique feature of the InventoriesRus™ 
facility is that, once you have agreed the Amendments 
with your tenant you an amend the property information 
within your library (i.e. they have signed the Amendment 
Form), you can amend your Inventory within your own 
Private Library to refl ect the amendments. This means 
that, when you produce the Check-Out Report, the 
amendments will already be refl ected in this. However, 
if amending the Inventory within your Private Library, DO 
NOT lose the original signed Inventory or Amendment 
forms as you may need to rely on them if there is ever a 
Dispute.

See example 8 illustrating an extract from a completed Amendments 
to Inventory During the Lifetime of a Tenancy form.
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