
Home Ownership Administration fees explained. 

In some circumstances it is necessary for South Lakes Housing to charge an 
additional administration charge for work that is not included in the service charge or 
management fee.  
  
These are services which are requested separately and not a regular service 
provided to all leaseholders or shared owners or when we have to carry out special 
work because a lease has been breached (for example, through non-payment of 
charges). This includes administering staircasing and re-sales, providing duplicate 
sets of accounts, dealing with permissions under the lease or a breach of a lease. 

 

The aim is to ensure that the fee collected covers the cost of providing the service. 
The fee must also be reasonable. We will tell you if a charge is incurred and will give 
you a statement with a summary of your legal rights. 

 

Below is a list of our most common administrative fees. All fees are inclusive of VAT 
where applicable.   

 

Fee Type   Fee  

Copy of Service Charge Accounts  £60  

Supporting documents (copies of invoices)  £168 + £1.20 per 
invoice   

Copy of Service Charge Estimate  £60  

Copy of Lease  £42  

Management Questionnaire (LPE1)  £150  

Remortgage (notice of charge)  £120  

Notice of Transfer  £84  

Copy of full Buildings Insurance Policy  £78  

Approval of further advance (notice of charge)  £120  

Deed of postponement  £84  

Lease Extension  £300 plus legal 
fees  

Additional copies of correspondence  £42  



Deed of Covenant  £90  

Permission/Consent letter  £90  

Permission/Consent letter Surveyor visit  £270  

Retrospective consent for alterations with surveyor visit  Add £60 to the 
above permission  

Subletting approval and registration  £132  

Staircasing  £276  

Shared Ownership Resale (no nomination)  £324  

Breach of Lease  £66  

Notice of Assignment  £90  

Nomination Fee for Shared Ownership  1% for full resale 
as per lease  

Major works management fee  15% of works 
costs  

Certificate of Compliance  £84  

Deed of Variation  £300 plus legal 
fees  

Arrears letters  £20  

Issue s146 Notice of Forfeiture  £250  

Anything not covered above  Please contact 
SLH for a quote  

  
Charges as of April 2024  
 

 

 

 

 

 



Administration charges – summary of tenant’s rights and obligations 

1. This summary, which briefly sets out your rights and obligations in relation to 

administration charges, must by law accompany a demand for administration 

charges. Unless a summary is sent to you with a demand, you may withhold the 

administration charge. The summary does not give a full interpretation of the law and 

if you are in any doubt about your rights and obligations you should seek 

independent advice. 

2. An administration charge is an amount which may be payable by you as part of or 

in addition to the rent directly or indirectly: 

• for or in connection with the grant of an approval under your lease, or an 

application for such approval; 

• for or in connection with the provision of information or documents; 

• in respect of your failure to make any payment due under your lease; or 

• in connection with a breach of covenant or condition of your lease. 

If you are liable to pay an administration charge, it is payable only to the extent that 

the amount is reasonable. 

3. Any provision contained in the grant of a lease under the right to buy under the 

Housing Act 1985, which claims to allow the landlord to charge a sum for consent or 

approval, is void. 

4. You have the right to ask the First-Tier Tribunal whether an administration charge 

is payable. You may make a request before or after you have paid the administration 

charge. If the tribunal determines the charge is payable, the tribunal may also 

determine: 

• who should pay the administration charge and who it should be paid to; 

• the amount; 

• the date it should be paid by; and 

• how it should be paid. 

However, you do not have this right where: 

• a matter has been agreed to or admitted by you; 

• a matter has been, or is to be referred to arbitration or has been determined 

by arbitration and you agreed to go to arbitration after the disagreement 

about the administration charge arose; or 

• a matter has been decided by a court. 

5. You have the right to apply to the First-Tier Tribunal for an order varying the lease 

on the grounds that any administration charge specified in the lease, or any formula 

specified in the lease for calculating an administration charge is unreasonable. 

6. Where you seek a determination or order from the First-tier Tribunal, you will have 
to pay an application fee and, where the matter proceeds to an oral hearing, a 
hearing fee, unless you qualify for fee remission or exemption. Making such an 



application may incur additional costs, such as professional fees, which you may 
have to pay. 
 
7. The First-tier Tribunal and the Upper Tribunal (in determining an appeal against a 
decision of the First-tier Tribunal) have the power to award costs in accordance with 
Section 29 of the Tribunal, Courts and Enforcement Act 2007. 
 
8. Your lease may give your landlord a right of re-entry or forfeiture where you have 
failed to pay charges which are properly due under the lease. However, to exercise 
this right, the landlord must meet all the legal requirements and obtain a court order. 
A court order will only be granted if you have admitted you are liable to pay the 
amount or it is finally determined by a court, a tribunal or by arbitration that the 
amount is due. The court has a wide discretion in granting such an order and it will 
take into account all the circumstances of the case. 
 

For FREE independent advice please contact LEASE on 020 7832 2500. LEASE 

can provide initial advice and guidance to members of the public about residential 

leasehold law. http://www.lease-advice.org 

 

 

 

http://www.lease-advice.org/
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