Block Information Sheet


Below is a list of questions relating to new and existing blocks or estates. Please can you print out, complete and send back to Gordon & Co, or fill out the form online and email back to us at management@goandco.co.uk . Please fill it out with as much information as possible as this helps greatly with the setting up process, and also to assist us in giving you the correct quote for your property. Thank you. 

If you are not emailing the form, please could you send this to;

Gordon & Company 

6 London Street 

London 

W2 1HR 

BASIC DETAILS 
	Client type
(Please delete as applicable )
	Freeholder / RTM / Management Co / Developer,

	Client /Company Name 
	

	Co. Number ( If applicable )
	

	Contact 
	

	Tel No 
	Mobile                               Other 

	Fax No 
	

	Email address 
	

	Property / Site name
	

	Address 
	

	Post code 
	

	Make up of site  
	Flats     /     houses    /     estate         ( delete as applicable ) 

	No of Units 
	

	Commercial units    
	Y / N                         How Many Units 

	Ground Rent payable 
	How Much Payable or Received 

	Current managing Agents 
	

	Contact 
	

	Address 
	

	Tel No 
	

	Email Address 
	


MANAGING DETAILS 
Please answer the following simple Yes/ No / DK (Don’t know) questions, and give any details where you can . For more information please add in the box at the end. Thank you. 

DOES THE BLOCK HAVE ANY OF THE FOLLOWING COMMUNAL SERVICES?     (IF YES, PLEASE GIVE ANY DETAILS YOU CAN)
	
	SERVICE
	Y/N/DK
	DETAILS/ NOTES 

	1
	Car parking facilities
	
	

	2
	         -Clamping? 
	
	

	3
	         -Permits? 
	
	

	4
	Security gates 
	
	

	5
	Gardens 
	
	

	6
	Bin stores 
	
	

	7
	Communal water tanks
	
	

	8
	Communal heating
	
	

	9
	Lift(s)
	
	

	10
	Aerials/ TV /satellite
	
	

	11
	CCTV 
	
	

	12
	Smoke/fire detectors
	
	

	13
	Security Alarm
	
	

	14
	Emergency lighting
	
	

	15
	Intercom system
	
	

	16
	Meter cupboards 
	
	

	17
	Landlords utilities (which) 
	
	


	Additional information



DO YOU HAVE IN PLACE ANY OF THE FOLLOWING ?

(If not, do you want us to set it up?)
	SERVICE
	Y/N/DK
	DETAILS 

	Fire Risk Assessment 
	
	

	Health and Safety survey 
	
	

	Water Hygiene survey
	
	

	Pest Control contract
	
	

	Cleaning Contract
	
	

	Roof / Gutter maintenance 
	
	

	Gardening Contract 
	
	

	Cyclical Maintenance Plan 
	
	

	Major works planned  
	
	

	Insurance 
	
	

	      -Directors and Officers 
	
	

	      -Buildings 
	
	

	      -Lift Insurance
	
	


DO YOU REQUIRE ANY OF THE FOLLOWING SERVICES? 
	SERVICE
	Y /N
	DETAILS 

	Company secretarial 
	
	

	Accountancy
	
	

	Ground Rent Collection 
	
	


Thank you for filling out the form Block Information Form , would you now please either email it to management@goandco.co.uk , or print and send it to; 
Gordon & Co 
6 London Street  
London, 

W2 1HR  
Or FAX it to us on 0207 402 3389. 
Thank you.







