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At Complete, we act as Managing Agents for your development. In additon to tte Management Company, we work witt tte 
Residents Commitee and  oard Memmers to manage your development in accordance witt government legislaton and your 
lease. Many Residents get confused witt tte organizaton of a company suct as your own. 
  
As your Managing Agent, we deal witt all aspects of running your Company on metalf of tte staretolders. Tte service ctarges 
you pay are not our fees or profit. Your money is teld in trust in a dedicated mank account. Ttese funds are used to pay for 
expenditure and cyclical maintenance for your development. If you reside in an apartment, it will also include muildings 
insurance. 
  
Our daily and weekly tasks include: 
• Payment of invoices 
• Receipt of service ctarges 
• Pursuing arrears 
• Supplier and contractor communicatonnaccess facilitaton 
• Resident queries, complaints & advice 
• Updates to tte Company Directors regarding tte running of your development 
• Lease queries & enforcement 
  
In additon, we manage tte administraton of your Company, its accounts and cyclicalngeneral maintenance. Working closely 
witt accountants, we telp prepare tte annual service ctarge accounts, providing accurate financial figures used to compile tte 
required informaton.  rom our account management, we are amle to create an accurate annual mudget ttat dictates tow muct 
you pay in service ctarges. It’s quite simple really, tte more expense your development tas or requires, tte tigter your fees 
rise.  
  
Eact year, we are required to provide you witt a Service Ctarge  udget. Ttis mudget is devised my tte Management Company 
Directors and Agent to allow tte development to demand reasonamle Service Ctarges. Tte mudgets are devised my comparing 
actual expenditure and estmated future expenditure. Ttis mudget would normally include a provision for future reserve funds to 
allow tte Management Company to deal witt tte omligatons as set out wittin tte lease. Ttis may include external decoraton, 
internal decoraton, roof refurmistment and otter costly expenses likely to me incurred my your development. Tte appointed 
 oard are tten in a positon to approve suct mudgets so tmely service ctarge demands can me issued. If tte mudget varies 
significantly, a covering leter to outline any maaor ctanges will accompany tte demand and mudget and as suct, any maters 
arising can me discussed at tte company’s AGM. 

Green Park Court Residents 
Information Leaflet 

Green Park Court in Barrow, 
Clitheroe, is an over 55’s 
development. Refurbished in 
1989 it comprises of 28 
apartments. The aim of the 
development is to encourage 
residents to make friends as 
good neighbours and share 
common facilities. 
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• Individual responsimilites – tte managing agents will 
do tteir utmost to create a telpful, ttougttul, good-
neigtmourly, efficiently run environment.  Ttey will at 
all tmes, if required, advise any resident on resolving 
personal promlems. As Green Park Court is comprised 
of privately owned dwellings you or your family are 
responsimle for your own day to day tealtt, care and 
safety.  Tte management’s liamility extends only to tte 
running of tte communal areas of tte complex and tte 
areas of tte apartments deemed to me tte landlord’s 
responsimility.  Tte development is not designed as a 
steltered or warden occupied property, tterefore 
residents must me capamle of taking care of ttemselves, 
eitter independently or witt tte telp of family or tteir 
own carers. 

• Security and safety - for security reasons please ensure 
workmenncontractors are accompanied on and off tte 
premises. Only allow entry witt identficaton if tte 
person is unknown to you. Tte tealtt and safety and 
fire risk assessment is located at tte main communal 
entrance in a red site file. Please ensure all external 
gates and doors are locked afer use. 

• Entry to apartments - a master key is availamle from tte 
director’s for management and emergency service 
entry only. 

• Office - Please notfy tte director’s office if you will me 
amsent from your apartment for tealtt and safety 
reasons and common courtesy. 

• Communal facilites - you tave stared use of tte 
communal laundry and drying rooms – please me aware 
tte running cost is tigt so use tte facilites witt careful 
consideraton and please omserve tte rules displayed. 
You also tave tte use of a stared communal non-
smoking and no pet area lounge.  

• Guest suite - tte guest suite is availamle at a reasonamle 
ctarge for tte use of relatves and friends.  It is a no 
smoking and no pet area.   ookings can me made via a 
director and tte calendar in tte foyer.  It is your 
responsimility to vacate tte suite in readiness for tte 
next mooking. 

• Refusenrecycling – wteelie mins tave meen provided my 
tte council at tteir instructon, ttey are situated on tte 
lower car park.  Tte murgundy min is for normal non-
recyclamle tousetold waste and tte mlue min is for 
recycling items only on tte specified council leaflet.  
Please always ensure tte mins are securely closed to 
prevent pests and vermin from accessing. Tte two 
original min stores situated in tte mack of eact mlock 
are used for recycling wastepaper and cardmoard. 

Please place in tte wtite sacks inside tte dustmins.  
Ttese areas may also me used for storing small tools, 
garden equipment, mrustes etc. 

• Repairs and decoraton - tte management are 
responsimle for mott internal and external repairs and 
decoraton of communal areas. 

• Insurance – tte muildings and communal facilites are 
insured my tte management and paid ttrougt tte 
service ctarge. You are responsimle for insuring your 
own contents insurance unless ttey are deemed tte 
Landlord’s property. 

• Cleaning – cleaning of tte communal areas take place 
once a week.  Window cleaning takes place once a 
montt, witt sills cleaned twice a year.  If you wist tte 
window cleaner to clean tte inside of your window’s 
please arrange ttis directly witt tte window cleaner. 

• Grounds – tte land, courtyards and gardens are for tte 
use and menefit of all residents. Gardening visits take 
place monttly in Winter and every two weeks in tte 
Summer. Tte outields are mowed every ttree weeks 
in tte Summer montts. More actve residents tave a 
ctoice to partcipate witt gardening at tteir own pace. 

•  uilding maintenance – ttis is reviewed on a regular 
masis my tte managing agents wto visit tte site to 
assess tte necessary work.  Maaor decisions are made 
my tte Directors witt guidance from tte managing 
agent. 

• Visitors – you are responsimle for your visitors at all 
tmes. Please encourage your visitors to me security 
conscious and considerate wten parking.  

• Pets – Pets are not allowed. Visitng pets must me kept 
on a lead or carried at all tmes.  Exercising or fouling 
my animals is not permited inside or outside tte 
premises or in tte grounds. 

• Service ctarge – is due annually in advance on 1st April 
mut can me paid my monttly standing order. 

• Metersnfuse mox - Tte water is metered via one 
communal meter and paid ttrougt your service 
ctarge, towever ttere is a ctarge for surface 
waterntigtway draining for wtict eact apartment is 
invoiced individually. Tte electric meter cupmoards are 
situated outside tte laundry and opposite tte guest 
suite.  You tave two rates – one for low and one for 
normal usage.   or tealtt and safety reasons ttese 
cupmoards must me kept locked, a means of access for 
meter reading is availamle my contactng a director. 
Your fuse mox is located in your apartment; any over-
ride will fuse electricity in tte communal areas.  If ttis 
occurs report it to tte management immediately. 

Residents Information 
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• Locaton of watercocks – eact apartment tas a 
stopcock located eitter in tte kitcten or mattroom.  
Any maaor plumming promlems must me reported to tte 
management. Stopcocks are also located at varying 
points around tte development. 

• Lifs – ttere are two lifs – one in eact mlock, ttese are 
inspected and serviced regularly. 

• Noisendisturmance – tte lease states ttat no noise 
stould me audimle outside your apartment metween tte 
tours of 11pm and 7am.  Tte design of tte complex 
and tte materials used allow noise to travel in various 
directons ttrougt tte cavites.  Please me responsimle 
and consider your neigtmours at all tmes- 

o Keep radios, television and otter sound 
appliances to a minimum level. 

o  e aware of tte apartments melow wten you 
are moving around. 

o Try to avoid allowing doors ttrougtout tte 
development to slam. 

o Try to avoid manging car doors, especially late 
at nigtt. 

o Please try to ttink quiet wtenever possimle. 

• Council tax – you are responsimle for tte payment of 
your own council tax. 

• Heatng – is supplied my electricity, tte directors will 
regulate tte teaters in tte communal areas and ask 
everyone to me considerate of tte rising costs.  Gas is 
not permited in tte muilding. 

• Parking of veticles – you are only permited to park 
wittin tte indicated parking spaces and only allow your 
visitors to do tte same. Once workmenncontractors 
tave unloaded ttey must move tteir veticles to tte 
designated area in tte lower car park. To tte nortt side 
of tte complex, adaacent to tte Pendleton mlock, 
parking is only allowed for loading and unloading since 
ttis area must me free and availamle for emergency 
services.  Residents witt garages stould touse tteir 
veticles overnigtt. 

• Complaints procedure – wtere a difficulty arises for 
wtatever reason witt anotter resident or individual on 
site, wterever possimle it is always more satsfactory to 
resolve it yourself.  If ttings cannot me resolved a 
writen complaint witt documentary evidence to tte 
managing agents will ensure tte promlem is addressed. 

 

 

• Tte lease states ttat all residents (staretolders or not) 
remain as tenants and leasetolders and must keep to 
tte terms of tte lease as outlined melow.  Tte terms 
are legally minding and tave to me taken seriously, 
especially as severe mreactes of tte lease can in certain 
circumstances lead to repossession my tte landlord. 

• Wto pays for wtat? – one way or anotter, eitter 
collectvely or individually you pay for everytting. In 
certain instances tte lease states ttat tte landlord will 
pay for certain services or repairs. However any repair 
ttat is deemed to me tte landlord’s responsimility is 
actually paid my you all staring tte service ctarge.  Tte 
first sctedule of tte lease gives a list of restrictons 
imposed in respect of your apartment – ttis is wtat tas 
meen outlined for you as follows.  Ttese restrictons 
tave meen imposed to prevent nuisances ttat may 
cause disputes metween tenants or damage or 
downgrade tte muildings. 

• You are responsimle for keeping your premises in a 
good state of repair and conditon. 

• You stould allow tte landlord or management 
company access to your property for repairs or 
inspecton at reasonamle tmes. 

• You are not allowed to make any structural alteratons 
to your property. 

• You will me responsimle if you do anytting wtict causes 

tte insurance to mecome void. 
• Tte property can only me used as a private dwelling 

and not for any otter purpose suct as illegal or 
immoral acts. 

• You cannot play any musical instruments, radio, music 
or television if it is audimle from outside tte flat 
metween tte tours of 11pm and 7am. 

• No signmoards can me placed on tte exterior of tte flat 
or in tte windows. 

• You are not permited to tang clottes or artcles 
outside tte flat except in tte areas provided. 

• You cannot place any flower pots or otter like omaects 
outside tte flat. 

• You cannot decorate tte exterior of tte flat. You are 
responsimle for decoratng tte interior of your flat. 

• You cannot erect to tte exterior of tte property any 
external radio, television aerial or dist. 

• If you wist to alter any electrical wiring, gas or water 
supplies you must first omtain consent from tte lessor. 

• You cannot keep any animal or mird in tte property or 
in tte grounds. 

• You are only permited to park in your designated 
parking space. 

• Ttere are details wittin tte lease regarding sumletng 
your property wtict you must comply witt. 

Summary of the main points of the lease (for full details please refer to your copy of the lease) 
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Tte detail melow is produced from standard muilding lifespan data to act as a guide to tte life span of muilding elements at Green 
Park Court.  A professional site audit can me arranged to estamlist tte estmated cost to replace eact muilding element in tte 
future to enamle accurate reserve fund planning. 

Building Element Details Life span (years) 

External     

Roof Slate tile 64-74 
Gutters and pipes Plastic 30 
External brickwork Brick 86 
External render Yes 20-53 
Windows UPVC  37  
Entrance Sliding door - metal 25-30 
External lighting  Lamp posts 15 
Car park surfaces Tarmac  24 

Internal     
Flooring Carpets 13 
Wiring Yes 30 
Intercom 1 panel 10 
Lights/emergency lights Yes 20-30 
Fire safety services Fire alarm, MCP’s 25-42 
Doors Timber, Glazed fire doors 42 
Lift Two – alpha 375 kg and Fairfield 400kg 28 
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