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Counsellor  Declaration: 
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Qualification and Employment Information  

 

Please insert more rows or delete as applicable 

Qualifications:  

Name of 

Educational 

establishment 
City/Country 

Please confirm full title of 

qualification 

Date 

started 

 

Date 

completed 

 

Royal Holloway, 

University of London Surrey 

Financial and Business Economics 

BSc (Honours) 

September 

2009 

July 2012 

Oxford Brookes 

University Oxford 

Real Estate Management MSc 

(Honours) 

September 

2012 

July 2013 

 
 

   

 
 

   

 

Any other relevant professional qualification(s): 

Name of 

organisation 
Current grade 

How membership was achieved 

(e.g. examination) 
Year gained 

None    

 

Professional experience (Please list all relevant employment details, starting with the most recent) 

Employer  

Position held 

(job title)  Date from:  Date to: 

XXX 

Graduate 

Surveyor September 2013 Current day 

Brief overview of scope and responsibilities:  

I am a graduate surveyor at XXX and I work from the London office although I have been involved 

with properties throughout the United Kingdom. During, my time at the company to date I have 

worked in a number of departments including commercial valuations, lease advisory and out of town 

retail and leisure investment. I have been responsible for assisting and supporting my colleagues, 

whilst undertaking instructions under their supervision and dealing with clients on a daily basis. 
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Commercial Property Practice Pathway 

You must refer to your Commercial Property Practice pathway guide and candidate guide to 

understand the requirements of this section. Please complete the required number of competencies 

for your chosen pathway to the specified level in the format outlined below.  

Summary of Experience  - Mandatory  Competencies (1500 words in total)  

 

Total Word Count: 1,491 

Competency Level Summary of Experience Date 

achieved 

(mm/yyyy) 

Conduct 

rules, ethics 

and 

professional 

practice 

 

1 I am aware of the RICS Rules of Conduct, the 5 Ethical 

Standards and 5 Rules of Better Regulation.  I understand 

that I must declare any gifts in the XXXô Gift Register. 

I have received training on The Bribery Act, Money 

Laundering, Ethics and the RICS Code of Conduct.  

Consequently, I have increased my awareness of 

circumstances that might arise in my workplace and have 

learnt the ethical manner in which to deal with them. 

12/2013 

2 I have ensured that I have consistently treated people with 

respect and have been honest with my colleagues, clients 

and third parties at all times. 

I issued Terms of Engagement to clients and waited to 

receive the signed copy, evidencing their satisfaction with 

the terms before commencing work or sending any formal 

advice. 

I assisted with reporting of a retail and leisure property in 

Braintree for a potential disposal where the borrower had 

defaulted on his loan.  Due to the sensitive nature of the 

information provided and the imminent receivership 

process, the receivers requested a Non-Disclosure 

Agreement to be signed, which after reviewing with the 

Compliance Team, we signed and adhered to. 

04/2014 

3 Whilst carrying out a loan security valuation of a residential 

property the Borrower contacted me requesting that I 

discussed the valuation figure with him before sending the 

report to the Client, the Bank.  I declined, explaining that 

my duty was to the Client.  I then informed my line 

manager and the Client of this. 

I provided advice on the potential acquisition of a leisure 

property in Bath.  During the marketing period, a new 

03/2015 
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Competency Level Summary of Experience Date achieved 

(mm/yyyy) 

Client care 1 Throughout my experience I have benefitted from 

having direct contact with clients on a daily basis. 

I attended a report writing and time management 

course to receive advice on meeting deadlines and 

satisfying client requirements.  I have attended 

presentations given by different departments, 

including Property Management, Office and 

Industrial Agency to understand the scope of 

services provided by XXX.  I am now able to refer 

clients to other service lines within the company. 

I fully understand the procedures in place relating to 

Client care, including XXXô Complaints Handling 

Procedure. 

11/2014 

2 When valuing an office building in Hammersmith, I 

was given a tight reporting deadline.  I arranged an 

inspection immediately after receiving the signed 

Terms of Engagement and completed the report 

within the timescales.  I responded promptly to any 

subsequent questions and received positive 

feedback from the Client. 

I assisted with advising on the potential acquisition 

of a XXX in Crawley, working closely with the Hotel 

Investment and Agency teams to ensure that the 

Client received best advice.  I was honest with the 

Client having established that he would not achieve 

their target rate of return at the quoting price and 

included this within our report. 

03/2015 

  

lease was drawn up with a tenant who wished to acquire 

the remaining vacant space.  To provide the Client with 

the best advice, I recognised my limitations and referred 

the Client to a specialist lease consultant who confirmed 

that the lease was not onerous. 
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Competency Level Summary of Experience Date achieved 

(mm/yyyy) 

Communication and 

negotiation 

1 I participated in a soft skills workshop, where I was 

introduced to various communicating styles to 

assist dealing with different characters. 

I have spent a significant amount of time on the 

telephone speaking to agents and clients, in search 

of comparable evidence or assisting with 

negotiations, developing good verbal 

communication skills. 

I attended a workshop to learn how to negotiate 

effectively and I am now aware of common 

mistakes to be avoided. 

04/2014 

2 I assisted with a lease consultancy instruction 

across five secondary shopping centres.  This 

involved a significant amount of communication 

with the client due to a large number of 

transactions being handled simultaneously.  I 

updated the client daily with progress made, 

arranged weekly conference calls and monthly 

meetings. 

I carried out a re-gear of a lease for a retail unit in 

Taunton, on behalf of XXX.  The Client had a 

tenant break option and instructed me to negotiate 

its removal.  I negotiated with the Landlordôs agent 

for the removal of the break in return for a capital 

contribution and rent free incentives.  This was 

conducted by telephone and meetings. 

08/2014 

 

Competency Level Summary of Experience Date achieved 

(mm/yyyy) 

Health and safety 1 I am aware of my own personal health and safety in 

the workplace and on inspections, having regard to 

the RICS Guidance Note Surveying Safely 2011, the 

Health and Safety Work Act 1974 and the duties 

imposed on my employer, colleagues, people in 

control of premises and myself. 

I have completed an online health and safety 

course, which has further improved my awareness. 

I am also aware of Control of Asbestos Regulations 

2012, Fire Risk Management and RAMS (Risk 

Assessment and Management Safety. 

12/2013 
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2 I have read my companyôs health and safety 

guidelines and completed the induction.  I have also 

made myself aware of the fire safety procedure. 

To ensure my own personal safety outside of the 

office, I communicate with my team and I keep my 

diary up to date with details relating to the location, 

time and the person I am meeting. 

Before going on inspections I gather as much 

information as possible so that I can identify any 

potential risk factors before arriving on site.  When 

inspecting a retail unit in XXX, the Client warned me 

that homeless men had gathered by the rear fire 

escape.  I avoided this area and asked the manager 

to accompany me for the external inspection. 

12/2013 

 

Competency Level Summary of Experience Date achieved 

(mm/yyyy) 

Accounting  
principles and 
procedures 

 

1 I attended a seminar on óUnderstanding Company 

Accountsô.  I am aware of the basic elements of 

financial reporting and understand that XXX report 

in accordance with International Financial Reporting 

Standards.  I was introduced to balance sheets, 

profit and loss statements and cash flow statements.  

I gained an insight into how to analyse financial 

elements of a company using key ratios to compare 

and determine a companyôs profitability, working 

capital, liquidity and gearing. 

I analyse Dun & Bradstreet rating reports of tenants 

to assess their risk of business failure and therefore 

any impact on the value of an asset. 

08/2015 
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Competency Level Summary of Experience Date achieved 

(mm/yyyy) 

Business planning 1 I have had a direct involvement in business planning 

throughout my experience including identifying new 

clients, cross-selling opportunities within my 

company and coming up with initiatives for business 

generation.  I am aware of XXXô corporate 

objectives and how each team and division 

contribute towards these. 

I attended weekly meetings whilst in the Lease 

Consultancy team where we discussed current work 

in progress, updates on key clients and identified 

potential opportunities.  

Whilst in the Investment department I arranged a 

meeting with graduates from other consultancy firms 

and client companies to develop a contact base for 

future business generation.  This initiative was 

supported by my Company. 

11/2014 

 

Competency Level Summary of Experience Date 

achieved 

(mm/yyyy) 

Conflict avoidance, 
management and 
dispute resolution 
procedures 

1 Before accepting an instruction, I carry out a conflict 

check to ensure that there are no conflicts of interest 

on a professional or personal level.  I check the Client 

name, property address and when undertaking a loan 

security valuation, the Borrower. 

I have attended a seminar on Conflicts of Interest in 

Commercial Real Estate, which covered where 

conflicts of interest may arise, how to recognise them 

and then manage them in a way that promotes best 

practice. 

In the Lease Consultancy team, I became aware of 

the process of third party determination and the use 

of PACT in the resolution of lease renewal disputes.  

08/2014 
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Competency Level Summary of Experience Date 

achieved 

(mm/yyyy) 

Data management 

 

1 I am aware of the Data Protection Act 1998 and its 

implications for the storage of data. 

I have used a variety of information from different 

online sources, such as the VOA, EGi, Promis and 

CoStar.  I have learnt to collect and collate 

information into a format that the Clients and 

colleagues can use. 

Whilst in the valuation department I had to keep very 

accurate and up to date files and was aware that they 

could be audited. 

In the investment department, I ran our transactions 

and availability database, ensuring that the 

information was accurate by confirming it with the 

agents involved. 

04/2014 

 

Competency Level Summary of Experience Date 

achieved 

(mm/yyyy) 

Sustainability 

 

1 I am aware of the Energy Act 2011 and its 

implications on properties with Energy Performance 

Ratings below F.  I understand the concept of MEES 

and I am aware that Green Leases provide 

obligations to minimise adverse environmental impact 

in areas such as energy, water and waste.  

I have attended Sustainability workshops to fully 

understand the XXXô Group Environmental and 

Corporate Social Responsibility. 

Additionally I have participated in a seminar run by 

the Compliance Audit Team regarding the XXX ISO 

Quality and Environmental Management System. 

My office are working become paperless and I now 

store all information in detailed electronic files to 

reduce paper usage. 

08/2014 
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Competency Level Summary of Experience Date 

achieved 

(mm/yyyy) 

Teamworking 

 

1 I demonstrate teamwork on a daily basis.  I work 

closely with several teams and departments internally 

as well as other advisors and clients externally.  

I attended a Leisure Investment Strategy Day, where 

we assessed our strengths and weaknesses.  

Together we devised a team strategy, which helped 

us increase efficiency in the team through sharing 

workload. 

I assisted with the sale of a leisure asset in XXX 

where we were instructed as joint agents.  I worked 

closely with the joint agent to ensure that we were 

consistent in our approach and provided a joined up 

service. 

04/2014 

 

Total Word Count for Mandatory Competencies: 1,491 
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Summary of Experience - Technical  Competencies 

 

You are required to write 3000 - 4000 words in total for your technical competencies, this 

includes the core and optional competencies. 

If you wish to become an RICS Registered Valuer you must take Valuation to Level 3. 

Please complete the required number of competencies for your chosen pathway to the specified 

level in the format outlined below. 

Core competencies 

 

Total Word Count: 3,734 

For Level 3 competencies follow this format below:  

Competency Level Summary of Experience Date 

achieved 

(mm/yyyy) 

 

Inspection 

1 I have inspected numerous properties, including 

offices, retail and industrial.  I have had regard to the 

RICS Guidance Note Surveying Safely 2011.  I 

attended a lecture on Building Pathology and 

Inspections to increase my understanding of the 

important aspects of a building and its construction.  

Prior to inspecting a property, I ensure that access 

has been arranged and that I have the contact details 

of the person I am meeting on site.  Additionally, I 

ensure that I have all the necessary equipment 

required for the inspection and that it is working.  

Where possible I endeavour to inspect with a site map 

or plan of the property and a street tradersô map, 

where applicable, to provide context. 

12/2013 

2 I have carried out inspections with colleagues and 

alone.  I understand the importance of taking detailed 

inspection notes and sufficient photographs in 

relaying my findings to the client. 

XXXï I carried out an inspection with my supervisor 

for valuation purposes, including an inspection of the 

internal and ancillary areas, as well as an external 

walk around the property.  I annotated a plan of any 

changes of the unitsô layout and noted down any 

aspects, which I suspected might impact value.  I 

travelled to nearby industrial estates to fully 

understand the local industrial market.  Our findings 

and comments were reported to the Client and 

04/2014 
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subsequently reflected in the valuation. 

XXX - I inspected 12 self-contained flats for valuation 

purposes.  The inspection included a viewing of each 

flat, the common areas and the pied-a-terre to the 

rear of the property.  The Client, the lender, was not 

aware of the adjoining pied-a-terre to the rear of 

property and had understood that the property 

comprised a single block with 12 flats only.  I 

informed our client of the additional area and the 

implications for the value of main property, due to its 

adjoining nature and configuration. 

3 XXX ï I inspected this retail unit for lease renewal 

purposes on behalf of the Landlord.  Prior to 

inspecting I gathered comparable evidence and 

annotated the relevant transactions on a street trader 

plan of XXX High Road.  This enabled me to inspect 

all relevant comparable properties to aid me in 

assessing the Market Rent of the subject property.  

Whilst walking the length of the high street, I updated 

the town street plan with new lettings or vacancies.  

On site I noticed numerous cracks in the paintwork on 

the ceiling and marks of dampness in the storeroom 

towards the rear of the unit.  I noted the issue and 

advised the Client to instruct a building surveyor to 

inspect the property to determine the cause. 

XXX - The client instructed us to inspect this property 

in relation to a potential acquisition.  From my 

external inspection I noted that the scheme was 

located in close proximity to a river.  The vendor had 

not warned us of any flooding history, therefore I 

advised the Client to investigate the matter further 

and I found that the leisure scheme had flooded in 

2013.  I reflected the flooding risk in my valuation of 

the property and included this within our report. 

08/2014 
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Competency Level Summary of Experience Date achieved 

(mm/yyyy) 

 

Measurement of 

land and property 

1 I have a good understanding of the RICS Code of 

Measuring Practice 2007 (6th Edition) and ensure 

that I have had regard to and comply with this 

document when measuring all property.  

I am aware of the different bases of measurement 

and have gained an understanding of selecting the 

appropriate measurement method for a given 

property.  I measured the Net Internal Area (NIA) of 

a retail unit in XXX and I measured the Gross 

Internal Area (GIA) of an industrial unit in XXX.  I 

have learnt to use a variety of measuring 

equipment, including lasers and rulers and have 

measured units from scaled floor plans, using the 

plan measuring device and a scale ruler.  

I have attended lectures on measurement where I 

reviewed the definitions of Gross External Area 

(GEA), GIA and NIA and when they are applicable.  

More recently, I attended a seminar by the RICS 

introducing the International Property Measurement 

Standards for office buildings. 

04/2014 

2 I have measured a variety of different types of 

properties. 

XXX - I assisted with the measurement of this retail 

unit for rent review purposes.  The property had a 

sales area on the ground floor with the ancillary 

space and a small staff kitchen at basement level.  I 

measured this property on a NIA basis, using a laser 

measurer and ruler, thereby excluding the staircase 

and the areas of all structural items from my 

calculations.  I ensured that I took double 

measurements and calculated my areas on site to 

avoid mistakes and unnecessary repeat visits.  

Once I was satisfied with the accuracy of my 

measurements, I reported the areas to the Client. 

XXX - I assisted with the measurement of this 

property for the purposes of a disposal.  The client 

had been relying on areas stated in historic sales 

particulars, so I advised the Client that I measure 

the property.  The property comprised 6 retail 

warehouse units and I measured the units on a GIA 

basis, to include the areas of any columns, W/C 

facilities, corridors and loading bays.  These 

measurements were reported to the Client and I 

08/2014 
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advised the Client to use our areas in the sales 

particulars to ensure that accurate measurements 

were provided to prospective purchasers. 

 

Competency Level Summary of Experience Date achieved 

(mm/yyyy) 

 

Valuation 

1 I am familiar with the RICS Valuation ï Professional 

Standards (Global and UK) 2012, effective March 

2012 and the more recent RICS Valuation - 

Professional Standards UK January 2014 (the Red 

Book), as revised in April 2015.  I understand the 

necessity to comply with RICS Standards and the 

importance to act independently when undertaking a 

valuation.  I understand the importance of 

Professional Indemnity Insurance when undertaking 

valuations. 

I am aware of the different bases, methods of 

valuation and consequently, the main drivers that 

impact on asset value.  I have gained significant 

experience in using Argus Valuation Capitalisation 

software to help determine the Market Rent and 

Market Value, following the inputting of my reasoned 

assumptions.  I am also able to value properties 

using cash flow models on Microsoft Excel. 

I am aware that valuations might be undertaken for 

a variety of reasons, including loan security, 

accounts, and purchase and sale purposes. 

12/2013 

2 XXX - I assisted with the loan security valuation of 

this multi-let office building.  I carried out conflict and 

money laundering checks before preparing and 

issuing Terms of Engagement in accordance with 

VPS 1 of the Red Book.  I inspected and measured 

the property.  I complied and analysed both rental 

and investment evidence.  I undertook the valuation 

using the investment method.  I prepared a 

valuation report detailing an opinion of Market Rent 

and Market Value and issued this to the Client. 

XXX - I assisted with the loan security valuation of 

this leasehold interest, a town house converted into 

three flats.  I inspected the property, internally and 

externally, ensuring that I took sufficient notes and 

photographs.  I used the comparable method of 

valuation and researched the available evidence.  I 

analysed the relative locations, conditions and 

features of the comparables, which enabled me to 

12/2013 
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determine the Market Rent and Market Value per sq 

ft.  I converted the leasehold values into freehold 

equivalents where necessary for comparability.  I 

then applied an overall rate to the subject property 

that I felt was appropriate.  Finally I adopted a 

multiplier from a dual rate sinking fund table to 

reflect the proportion of the resulting freehold value 

that is attributable to a leasehold interest.  I was 

able to conclude that the property provided good 

security for a loan. 

3* XXX - I assisted with the loan security valuation of 

this single-let office building.  I inspected the 

property and carried out check measurements in 

accordance with the clientôs instructions.  I 

undertook the necessary due diligence and 

gathered comparable evidence.  I had particular 

regard to the irregular shape of the subject property 

when making comparisons with the evidence and I 

adjusted the rent and yield accordingly.  I analysed 

the tenantôs accounts to assess covenant strength.  

I valued the property using the investment method 

and prepared the full valuation report for the Client 

providing reasoned advice to suggest that the 

property provided good security for a loan. 

XXX - I assisted with the valuation of this retail park.  

At the time, the Client was under offer to acquire the 

property and we were instructed to provide an 

independent assessment of the Market Value.  I 

inspected and measured the property, which 

compromised 8 retail units.  I used the investment 

method of valuation.  I researched the local market 

and out of town retail provision and liaised with the 

agency and lease consultancy teams to gain a more 

in-depth view of the market and evidence.  The 

property had one vacant unit at the date of 

valuation, so I included an appropriate void period 

and allowed for a tenant incentive which would be 

required to let the unit and advised the Client of this 

approach.  I valued the property using Argus 

Valuation ï Capitalisation and prepared the 

valuation report for the Client.  

 

03/2015 

Optional competencies 
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For the Commercial Property Practice pathway you must select three competencies to Level 
3 from the list below. If you take Valuation to Level 3 in the core competencies, the optional 
competency requirements below are two at Level 3 and one at Level 2.  
 

Competency Level Summary of Experience Date 

achieved 

(mm/yyyy) 

 

Landlord and 

tenant (including 

rent reviews and 

lease renewals) 

 

 

1 I have had experience in reviewing and summarising 

leases.  I appreciate the importance of lease 

provisions in affecting value and the process of rent 

review and lease renewal negotiations.  

I have knowledge of the Landlord and Tenant Act 

1954 and understand the implications for Landlords 

and Tenants of Sections 24-28 of this Act.  I am also 

able to analyse headline and net effective rents. 

I am aware of the third party dispute resolution 

procedures and have a basic understanding of 

Professional Arbitration on Court Terms (PACT). 

I have attended numerous lectures to improve my 

knowledge alongside my practical experience and 

have a further understanding of topics including 

Zoning, Rent Arrears and Rent Review Clauses. 

04/2014 

2 XXX ï I assisted in the settling of an outstanding rent 

review at this retail unit.  I reviewed all of the 

transactions in the scheme and selected deals that 

occurred prior to the rent review date.  I paid 

particular attention to the different retail pitches and 

noticed there was a high level of vacancy.  I produced 

a report for the Client advising that there was no case 

for a rental increase.  Upon Client instructions, I 

drafted and circulated a memorandum and the rent 

review was documented as a nil uplift. 

XXX - I assisted with a lease renewal of this retail unit 

on behalf of the Landlord, following the service of a 

Section 26 Notice on the Client.  In advance of 

undertaking negotiations I inspected and measured 

the premises.  I compiled a schedule of comparable 

evidence and prepared a market report for the Client 

including my opinion of Market Rent.  I concluded that 

the unit was slightly over-rented and managed the 

Clientôs expectations.  I met with the tenantôs 

representative to negotiate lease terms.  Following 

instructions, I issued a Calderbank offer to the 

tenant's agent at the passing rent to preserve the 

Clientôs position on costs, in the event that the matter 

04/2014 
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was referred to court.  After much negotiation we 

agreed a new five year lease at the Market Rent with 

incentives.  I issued Heads of Terms and solicitors 

were instructed to draft the new lease on the agreed 

terms. 

3 XXX- I assisted with a re-gear at this unit on behalf of 

the tenant. They had a tenant break option in January 

2015 and were seeking a financial incentive to 

remove the option.  Prior to making contact with the 

Landlord, I established a rental tone for the different 

malls of the shopping centre and assessed the 

strength of the market.  After analysing the evidence 

available, I advised the Client that the subject unit 

was marginally over-rented and reasoned that there 

was a good chance of receiving a financial incentive.  

I then met with the Landlordôs representative and 

entered into negotiations.  Subsequently, I agreed 

that the Client would remove the tenant break option 

in return for 6 monthsô rent free.  After gaining the 

Client's final approval, I circulated Heads of Terms 

and solicitors were instructed to document the re-gear 

by way of a Deed of Variation. 

XXX - I assisted with a rent review on behalf of the 

Landlord.  I inspected and measured the property.  I 

visited local comparables and competition to assess 

their varying characteristics.  After analysing the 

comparable evidence I concluded that the evidence 

did not support an uplift at rent review and I produced 

a report for the client outlining the reasons for this 

conclusion.  Against our advice the client instructed 

us to start negotiations and to make a third party 

application.  I made a third party application and we 

were assigned an Arbitrator.  Subsequently, the Client 

decided not to pursue negotiations and held off 

discussions until the tenant's representative had 

applied for directions.  This rent review has still not 

been concluded.  

08/2014 
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Competency Level Summary of Experience Date 

achieved 

(mm/yyyy) 

Purchase and sale 1 I am aware of the legislation governing the sale of 

commercial property including the Estate Agents Act 

1979 and the Misrepresentations Act 1967.  I am 

aware that reliance is placed upon the Consumer 

Protection from Unfair Trading Regulations 2008 

(CPR) and the Business Protection from Misleading 

Markets Regulations 2008. 

I can identify the factors that affect the value of an 

investment, including the location, tenure, 

occupational leases, unexpired income, tenant 

covenant strength, Market Rent, the occupational 

market and wider factors such as the economy and 

financial markets. 

I have had experience of transacting both leasehold 

and freehold interests. 

I understand the relative merits and shortfalls of the 

four different methods of sale and purchase.  I have 

had experience of transactions by Private Treaty and 

Informal Tender.  I have assisted at three XXXô 

Auctions. 

I have attended seminars on macroeconomics and the 

effect on the property market and property returns 

across different assets, with direct comparison to 

financial instruments. 

11/2014 

2 XXX ï I was involved in the acquisition of this asset.  

Having received instructions I undertook full due 

diligence on the property.  There were a number of 

asset management opportunities, which I appraised to 

determine the potential impact on value, working with 

the occupational agency team. 

I assisted with preparing a report to the client, 

providing reasoned advice in relation to the bid level, 

after which I submitted a formal bid for the property on 

behalf of the Client.  After the bid was accepted and 

the property was under offer, I assisted with the 

preparation of the purchase report and liaised with the 

Clientôs solicitors prior to exchange of contracts.  

XXX ï I assisted with the disposal of a retail 

warehouse.  The Client required a quick sale process.  

I produced a report for the Client that included a 

schedule of comparable transactions, a view on 

pricing, advice for the sale process and our fee basis.  

11/2014 
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The Client confirmed our Terms of Engagement.  I 

advised that we should approach three parties as part 

of an informal tender.  I negotiated with and 

responded to any queries of the these parties.  We 

received three bids and advised the client to accept 

the highest bid as the credibility of the bidder was also 

good.  Once approved by the Client, I drafted up 

Heads of Terms and circulated these all the relevant 

parties, including the Vendor and Seller, their agents 

and solicitors. 

3 XXX ï I assisted with the disposal of this multi-let 

leisure asset.  I prepared the marketing particulars 

and set up a marketing dataroom, of which I was the 

main contact.  I attended client meetings and 

conference calls regularly, liaised with the Client 

throughout and responded promptly to any enquiries 

from both the Client and prospective purchasers. 

During the sale process, a tenant that was under offer 

to take the last remaining unit at the scheme 

withdrew, leaving the property with an unexpected 

void.  I assessed the impact and options going 

forward and advised the client to offer a two-year 

rental, rates and service charge guarantee on this 

unit. 

Having requested bids, I provided the Client with an 

analysis of offers received and prepared a report that 

included reasoned advise on which offer to accept. 

XXX ï I assisted with the off-market acquisition of this 

mixed-use leisure scheme.  I inspected the property 

with the Client and completed the necessary due 

diligence.  I discovered there had been a recent flood 

at the property, so I advised that the Client obtain a 

flood survey. 

I modelled various asset management scenarios to 

assess the best and worst case returns over the 

assumed hold period.  After discussions with my 

supervisor, I provided a report to the Client, which 

included our opinion of Market Value and advice 

regarding the bid price.  I provided reasoning to the 

Client advising them that the offer should be made 

conditional upon receipt of satisfactory flood surveys. 

08/2015 

 

Competency Level Summary of Experience Date 

achieved 
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(mm/yyyy) 

Property 

records/informatio

n systems 

 

1 I have experience of extracting and collating data 

from a range of sources, including archived files and 

electronic records within the firm and online 

information systems such as CoStar, EGi, the VOA 

and Property Data.  I am familiar with Promap and 

Goad, where I extract plans to support my advice in 

client reports. 

I have reviewed numerous leases for purposes 

including lease renewals, rent reviews, valuations 

and when disposing or acquiring assets.  I am 

accustomed to sourcing legal documents from 

lawyersô datarooms and the Land Registry, including 

Title Registers and Title Plans. 

I have attended both silver and bronze Microsoft 

Excel workshops and learnt how to present in the 

form of spreadsheets and to filter information.  I am 

able to manipulate and extract data into charts and 

graphs. 

12/2013 

2 XXX - When writing a purchase report for the 

acquisition of this property, I obtained Catchment 

Demographics and Retail Expenditure Estimates, for 

both a 10 and 20 minute drivetime, from Pitney 

Bowes Business Insight and the ONS.  I extracted 

and summarised the relevant information for both 

scenarios in the form of a factual report.  I interpreted 

the catchment maps provided to analyse the 

competing provision. 

Supermarket Database - In the Lease Consultancy 

Team, I was responsible for setting up a new 

database of supermarket evidence and information.  

The intention was for the information within the 

database to be shared amongst and contributed to by 

a small group of members.  I created the database in 

Microsoft Excel and made the workbook password 

protected to ensure security of the data.  The 

workbook had separate tabs for supermarket lease 

details, rental and investment evidence.  Once a 

sufficient amount of information had been loaded into 

the database, I extracted the data of supermarkets 

with upcoming lease events to help my team target 

new business and pitch for supermarket instructions 

more effectively. 

04/2014 

3 XXX - During this disposal, I set up and maintained a 

marketing dataroom.  The Client wished to control 

access and requested that the information was made 

11/2014 
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exclusively available to prospective purchasers only.  

Therefore I set up password access and issued 

passwords to confirmed interested parties to ensure 

that all information was kept confidential.  I also used 

a function to extract data regarding the usersô activity, 

including details of which documents the users were 

downloading as well as the duration and frequency of 

their on-site activity.  I extracted this data into an 

Excel spreadsheet and sent this information to the 

Client on a biweekly basis.  I also provided an 

interest schedule, which gave further comments on 

level of interest from prospective purchasers. 

XXX - Whilst preparing for a pitch to dispose of this 

portfolio, I was requested to collate and present a 

record of Tesco foodstore transactions that XXX had 

been involved in over the past five years.  This 

involved me searching through historic records and 

databases.  I requested access to the transaction 

schedules of the regional investment teams.  From 

these different sources, I extracted and collated the 

relevant data.  I reported my findings to the Client in a 

master schedule, accompanied by a report, which 

included pie charts and graphs summarising the 

transactions by regional weighting, the unexpired 

term and size. 

 

  



 

  

22 
 

Competency Level Summary of Experience Date 

achieved 

(mm/yyyy) 

Development 

appraisals 

 

 

 

1 I have attended basic and advanced Argus developer 

training sessions and consequently understand how 

to build a development appraisal, from the gathering 

and analysis of inputs to the interpretation of 

appraisal results.  I have also had experience in 

residual valuations, to determine the site value. 

I appreciate the importance of inspecting a site to 

determine its best use value and the planning 

implications that must be considered in development 

appraisals. 

I have attended lectures on Development Appraisals, 

Residual Valuations, Cash Flow Technique and 

Sensitivity Analysis.  I am aware of the sensitivities of 

development appraisals and have conducted a 

sensitivity analysis for clients to provide them with a 

matrix of how the Gross Development Value (GDV) 

changes with selected inputs, such as finance rates, 

cost assumptions and construction period.  I found 

this a useful tool as it captures the valuation risk that 

arises from the uncertainty of specific inputs.  

When appraising a garden centre portfolio, I carried 

out a development appraisal exercise to assess the 

value of sites for foodstore use. 

03/2015 

2 XXX ï The property was a vacant office building with 

permitted development to be converted into 16 

residential apartments.  I inspected the property and 

local area to assess the viability of residential use.  

After concluding that the property and site lent itself 

well to residential development, I conducted a 

development appraisal to calculate the profit and 

residual site value.  The Client then instructed me to 

run a second appraisal, varying the number of units, 

hereby comparing the relative profitability of a 

scheme with 32 micro apartments. 

XXX ï A prospective purchaser instructed us to 

provide a report on the viability of a retail park 

development upon a vacant site.  After inspecting the 

site, I sought comparable sales and gathered 

sufficient rental and yield evidence to ensure that my 

inputs for GDV were robust.  I was provided with a 

land value by the Client.  Using the plans provided by 

the developer, I ran a development appraisal to 

08/2015 
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determine the profitability of the development.  I 

advised the Client that the development was 

profitable and that their required profit margin from 

acquiring the site at their bid level was achievable.  I 

also ran a sensitivity analysis to demonstrate the 

sensitivity of the GDV and costs on the profit level. 

 

 

Total Word Count for Core and Optional Competencies: 3,734 
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Case study  

 

Submit one case study of 3000 words. The focus of the case study must be on a single project or 

piece(s) of work undertaken in the last 24 months. The project you choose MUST allow you to 

demonstrate technical competencies from your chosen pathway, and how you used the competency 

skills.  

Name of case study: XXX 

Date the project or piece(s) of work were carried out:  March ï September 2014 

 

Confidentiality statement 

The following case study contains confidential information included for the purpose of the 

Assessment of Professional Competence. XXX private investor, hereinafter termed ñthe Clientò 

and XXX have given their consent to disclose details for the case study on the basis that the 

information is not to be used for any other purpose or by any person other than those authorised by 

the Royal Institution of Chartered Surveyors (e.g. staff and assessors).  
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1. Introduction 

Client Instruction 

XXX (UK) Ltd (ñXXXò) was instructed on behalf of the Landlord (ñthe Clientò) to negotiate a lease 

renewal of a ground floor retail unit at XXX (ñthe Propertyò). 

 

Upon receiving the instruction I carried out necessary checks for money laundering1 and conflicts of 

interest2, against the Client and Property.  With no conflicts or issues arising, I accepted the Clientôs 

instruction and prepared and issued our Terms of Engagement.3  These were signed by the Client 

and received before commencing work. 

 

Responsibility 

I was involved in all aspects of the lease renewal from receiving instructions in March 2014 through 

to documenting the new lease in September 2014.  I inspected and measured the property.  I 

undertook negotiations with the tenantôs representative and reported to the Client throughout.  I was 

supervised by XXX MRICS (ñmy Supervisorò), a Director in Lease Consultancy. 

 

The Property 

The property is located in XXX.  It is situated within the townôs prime retail pitch on XXX Street, 

adjacent to national retailers Cafe Nero and Fat Face.  Location and street tradersô plans, 

highlighting the Property in red, are attached as Appendix D. 

The property comprises a ground floor retail unit comprising 1,164 sq ft. 

The Property was originally let in 28th February 1989 on a 25 year lease to XXX before it was 

assigned to Phase Eight (Fashion & Designs) Limited on 2nd July 2007.  The passing rent was 

£62,500 per annum.  Phase Eight is in occupation of the Property for the purposes of the Landlord 

and Tenant 1954 Act (ñThe Actò). 

  

                                                           
1
 Money Laundering Regulations 2007 and Estate Agents Act 1979 

2
 RICS Rules of Conduct for Firms 2007, as amended 2012 

3
 In accordance with Section18 of the Estate Agents Act 1979 
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Timeline 

The tenant served a Section 26 Notice on the Client on 17th December 2013 for the renewal of the 

lease.  The contractual expiry was on 24th February 2014 and under the notice, the current tenancy 

was to be terminated on 23rd June 2014.  If the Landlord wished to oppose renewal of the lease it 

had two months from the date of notice to object under Section 30(1) (Grounds AïG) of ñthe Actò). 

I was instructed in March 2014 and advised that the period in which the Client could oppose renewal 

had elapsed. 

The notice requested the following terms, with all other terms remaining the same, subject to 

reasonable modernisation and updating: 

Term: 10 years with a tenant only break option at the 5th year on 6 months prior written notice 

Rent: £27,700 per annum 

Rent Review: 5 yearly upward-only rent review 

The notice included an interim rent application at the rental level above. 

 

2. My Approach 

Strategy 

My strategy was to measure the property and establish the area in terms of Zone A (ITZA), assess 

the Market Rent and then achieve the maximum rent and term possible.  I aimed to minimise any 

interim rent refund and conclude the lease renewal at minimal cost.  In the event that negotiations 

were inconclusive and we needed to pursue court directions, we would issue Calderbank offers to 

protect our position on costs. 

 

Inspection and Measurement 

I inspected and measured the Property with my Supervisor on 3rd June 2014.4  Whilst on inspection 

we surveyed the local area; including nearby retailers.  I also noted the construction and condition of 

the building.  The Property was of framed construction with brickwork cladding, rising to a led-lined 

parapet, behind which is a flat roof laid to asphalt.  The front elevation has a modern shop front and 

projected anodised aluminium framed oriel windows at first floor.  Internally the unit was open plan 

with the tenantôs typical fixtures and fittings.  There was an access ramp at the entrance of the unit 

and a small ancillary area to the rear. 

                                                           
4
 In accordance with RICS ñSurveying Safelyò Guidance Note (1

st
 edition) 2011 
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I measured the Property on a Net Internal Area (NIA) basis and used the Zoning Method.5 

 

Description Area sq ft Area sq m ITZA sq ft 

Zone A 340 31.59 340 

Zone B 324 30.10 162 

Zone C 251 23.41 63 

Zone D 33 3.06 4 

Ancillary 216 20.04 14 

Total NIA 1,164 108.20 583 

 

 

Establishing the Area ITZA 

I calculated the zones at a depth of 6.1m and ensured to zone by ñmirroringò the line of the shop 

frontage.  I then applied ñhalved-backò rates to the respective zones to reflect the gradual reduction 

in value of retail space from the front of unit to the rear. 

Lack of Ancillary 

The Property has limited ancillary space being a ground floor lock up and the tenant had fitted out 

an area to the rear of the store as ancillary within Zone D.  As part of the measurement I adopted a 

notional ancillary area and valued this space at A/15.  

Ramp 

The Property has an entrance ramp that was over 5% of the NIA so I decided that it was in the 

Clientôs best interest to make a standard 5% deduction instead of reducing the ITZA as this 

provided a more favourable rental outcome. 

Based on my analysis the Property reflected an area ITZA of 583 units.  A floor plan of the property 

is attached at Appendix E.  Based on the rates applied, the net internal areas and the configuration 

of the Property, I analysed the passing rent of £62,500 per annum to £112.75 Zone A per sq ft (ZA). 

  

                                                           
5
 In accordance with the RICS Code of Measuring Practice (6

th
 edition) 2007 
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Determination of Market Rent 

In order to arrive at my opinion of Market Rent I adopted the Comparable Method of Valuation. 

I gathered evidence by speaking directly to agents and through online databases including EGi and 

Focus, which I verified with the agent involved. 

I discussed tenant demand and requirements for XXX with the XXXô retail agency team.  I was 

informed that there were a small number of requirements from national retailers in the prime pitch 

but that there was very little demand for secondary locations. 

There was limited evidence of recent lettings on XXX Street and there was a moderate level of 

vacancy, including a unit opposite the Property. 

 

Analysis of Comparable Evidence 

I analysed the evidence by having regard to the type and date of the transaction, the pitch and the 

configuration in comparison to the Property.  I had regard to the Propertyôs strengths and 

weaknesses, summarised in a SWOT analysis attached as Appendix F.  

I calculated the net effective rents to account for any incentives, either rent free or capital 

contributions in addition to the standard three month rent free period for fitting out. 

I have summarised the most relevant evidence in a schedule attached as Appendix G. 

The most useful evidence was provided by the open market lettings to Keech, Pandora, and Crew 

Clothing, which are summarised below: 
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Unit Tenant Date Transaction 

Zone-A-Rate-

per-sq-ft-(Net 

Effective) 

Comments 

35 XXX Street Keech 18/05/13 OML £66.40 

10 year lease, tenant break option 

at year 5 with a break penalty of 3 

months. 

9 months rent free incentive. 

2 XXX Square Pandora 15/09/12 OML £65.76 
10 year lease. 

9 months rent free. 

5 XXX Street Crew Clothing  22/05/12 OML £64.08 

10 year lease, tenant break option 

at year 5 with a break penalty of 3 

months. 

9 months rent free. 

There was a 5% discount for 

frontage to depth. 

 

35 XXX Street is directly opposite the Property.  This unit is of a similar size and configuration and 

the devaluation of the letting included the application of a rate of A/15 to a small rear ancillary area.  

2 XXX Square is located inside the shopping centre, surrounded by vacant units.  5 XXX Street is in 

an inferior position to the Property. 

The most recent letting was XXX Street to Lloyds Pharmacy; however this property is in a 

significantly inferior and off-pitch location at the southern end of XXX Street where vacancy is higher 

and rents tend to be at a discount to XXX Street. 

Solution 

In my opinion the Property is in a superior location to the comparables and occupies a more 

prominent position on XXX Street at a point where the road bends and visibility to the Phase Eight 

unit is maximised. 

When considering the lease term the tenant had requested in their Section 26 Notice a new 10 year 

term with a tenant break at the 5th year, which was supported by the evidence.  I therefore reported 

to the Client on the basis of a 5 year term certain and concluded that the Market Rent was as 

follows: 
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Floor Area Rate Total 

Ground Floor 583 units £68 ZA £39,683 

Deduction Ramp -5% (£1,984) 

Total   £37,699 

Say   £37,700 

 

I reported this to the Client and advised that the Property was over-rented at the current passing 

rent of £112.75 ZA. 

 

Negotiation and Settlement of New Lease Terms 

Following the receipt of the Section 26 Notice, the following options were available: 

¶ Accept the terms of the tenantôs Section 26 Notice; 

¶ Enter a negotiation and make a counter proposal in respect of at least one of the proposed 

terms, whilst issuing Calderbanks to protect the Client in respect of costs, should the tenant 

make an application to court or; 

¶ Do not enter into negotiations and wait for court proceedings to be instigated by the tenant. 

I advised the Client that the terms of the Section 26 Notice were unreasonable and should not be 

accepted.  I warned the Client that court proceedings are costly and that we should enter into 

negotiations to achieve a settlement before the tenant instigated proceedings.  Consequently, I 

advised the Client to make a counter proposal in respect of the proposed terms and to utilise 

Calderbanks at a later stage in negotiations if necessary. 

The main areas of contention that I raised with the tenantôs representative were the term certain and 

the appropriate rental level. 

Term Certain 

I was reluctant to advise immediate acceptance of a tenant break clause at the end of the 5th year 

due to the potential adverse effect on investment value.  However it became apparent that the 

tenant would not agree to a straight 10 year lease and a 5 year term certain was supported by the 

market evidence.  I discussed this with my Investment colleagues who advised that Investors were 

accepting of shorter terms certain given they are now common in the market. 

I reported this to the Client who agreed to a tenant break clause at the end of the 5th year 

conditional upon 6 months prior written notice, payment of principal rent and vacant possession. 
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Rent 

The tenantôs Section 26 Notice rent of Ã27,700 per annum, reflecting a low Zone A rate of £49.96, 

was significantly below my opinion of Market Rent of £37,700, reflecting £68.00 ZA.  I supplied the 

evidence that supported the higher rent to the tenantôs representative. 

Following a lengthy meeting and discussion with the tenantôs representative I was confident that the 

evidence supported my opinion of Market Rent for a 5 year term certain. 

Negotiations following that meeting were slow and I advised the Client to issue a Calderbank offer at 

£41,000 per annum (£73.95 ZA) to draw a response from the tenant within the 21 day period.  This 

level was above my opinion of Market Rent to draw the tenant to a higher rent. 

The tenantôs representative then requested a second meeting and through the course of this my 

evidence supporting a higher Market Rent was accepted, after which the tenant made a Calderbank 

counter-offer at a rent of £39,500 per annum (£71.25 ZA). 

We subsequently agreed a rent of £40,000 per annum, reflecting £72.25 ZA.  A proforma, including 

the rental devaluation is attached as Appendix H. 

I was then instructed to draft Heads of Terms, and having had them approved by the Client I 

circulated them to all parties on 4th July 2014, attached as Appendix I.  I tracked the drafting of the 

new lease until completion on 17th September 2014. 
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3. My Achievements  

I measured the Property with minimal assistance from my Supervisor and undertook the required 

zoning calculations to arrive at an ITZA figure and the devaluation of the passing rent. 

I analysed the specific details of the location, situation, local retail market and the condition of the 

Property.  I then analysed the available evidence and compared this to the Property.  This enabled 

me to determine the Market Rent which I provided to the Client within a report including my 

reasoned advice. 

Throughout the instruction I maintained a high level of Client care, ensuring that I responded to the 

Client appropriately within a short timeframe.  I maintained regular contact with the Client by means 

of emails, reports, telephone conversations and meetings.  I scheduled a conference call every two 

weeks to report progress and seek instruction.   

When entering into the negotiation with the other party I ensured that I had fully prepared so that I 

could act in the Clientôs best interests.  I presented the evidence in a clear and concise way and 

acted with honesty and transparency at all times.  This enabled me to negotiate and agree a 

significantly higher rent than the tenantôs original offer.  

Although the Client had no specific deadline, I achieved the desired result in a timely manner whilst 

avoiding potentially expensive court proceedings.  The issuance of the Calderbank was a significant 

part of being able to achieve this. 
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4. Conclusion  

Strategy 

I consider that the adopted strategy was successful as I achieved the Clientôs objective of agreeing 

a lease renewal at a high rent and without incurring any additional costs. 

Throughout the negotiation process I liaised with the Clientôs solicitor, ensuring that his timescales 

were adjusted to complement our chosen strategy, particularly surrounding the timing of the 

Calderbank offer. 

I demonstrated team-working skills through discussion and planning of the strategy with my 

Supervisor and my liaison with the solicitor to achieve the desired outcome. 

I have a better understanding of ñthe Actò and the legal procedures surrounding lease renewals, 

including the importance of time limits set by statutory notices.  My ability to analyse a lease and to 

identify provisions that will have an effect on the rental and investment value of a property has 

greatly improved. 

General 

As this instruction ran over a period of four months, it was important to be organised and manage 

the data efficiently.  This highlighted the importance of keeping all files in order, including notes from 

phone conversations and meetings that I had with the Client, solicitor or tenant representative.  I 

have improved my data management and collected and stored data efficiently and securely. 

At the beginning of the instruction I made the mistake of requesting various documents separately.  

To improve efficiency and ensure that I had all the necessary documents, I should have arranged a 

meeting with my Supervisor to discuss the documents that we would require in advance and then 

make a single request to the Client.  This would have been easier for the Client as well.  

Measuring and Establishing the Area ITZA 

I have gained further experience of measurement and inspection procedures and of zoning in retail 

premises.  Whilst measuring, I improved my knowledge of the RICS Code of Measuring Practice 

(6th Edition) 2007, which was strictly adhered to. 

The unit was irregular given that there was no storage space and I had to allow for this in my 

devaluation.  Together with the presence of the ramp, this provided two points for consideration 

outside of my previous experience.  Having reached a successful conclusion on these points with 

my Supervisor I have improved my understanding of how to factor in irregularities. 
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I have a greater appreciation of the importance of inspecting a property and learnt to note factors 

that impact value such as the location and situation of the property.  In particular this case study 

taught me the importance of understanding the retail pitch in a location and which specific areas 

and streets are considered prime or secondary.  I also learnt to factor in the visibility and 

prominence of a unit when analysing comparable evidence.  Throughout my inspection I applied the 

principles of the RICS Guidance Note 2011 (1st edition) Surveying Safely. 

Determination of Market Rent 

I swiftly realised that the tenant had a strong negotiating position given that the Property was 

substantially over-rented.  I was honest with the Client from the outset and effectively managed his 

expectations. 

I expanded my knowledge of the retail market in XXX, including rental levels and tenant demand 

along XXX Street, I successfully gathered comparable evidence although some of this was historic.  

I therefore also relied upon market sentiment and agentsô views in respect of retailer demand.  I 

learnt to improve the manner in which I approach other agents when gathering evidence so that I 

could be both thorough and prompt in reporting to the Client. 

In determining the Market Rent, I developed my valuation skills and gained a greater understanding 

of the difference between headline and net effective rents.  I also appreciated that there are 

limitations to the accuracy and use of comparable evidence, due to the difficulty of obtaining reliable 

information, the lack of data on transactions and the imperfect comparability between the evidence 

and the Property.  

Settlement and Conclusion 

I was able to negotiate and agree this lease renewal, thereby securing the Client an income stream 

for a further five years term certain.  I secured a rent in excess of my opinion of Market Rent, 

thereby minimising the Clientôs anticipated fall in rental income. 

I was aware of the implications of serving a Calderbank offer at a suitable level.  I ensured this was 

served at the level where if accepted, the outcome would have been a good result for the Client, but 

if the Calderbank offer was not accepted, then it would have placed the Client in a strong position 

on the issue of costs. 

Having completed the process I have gained confidence from my negotiation experience both in 

person and over the telephone.  I have improved my communication skills via regular client contact. 

 

Total Word Count for Case Study ï 3,008 
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Appendix A - Competencies demonstrated in this case study 

Core Technical Optional Technical Mandatory 

Inspection Landlord and Tenant Conduct rules, ethics and 

professional practice 

Measurement of Land and 

Property 

Property Records and 

Information Systems  

Client Care 

Valuation  Communication and Negotiation 

  Health and Safety 

  Conflict Avoidance  

  Data Management 

  Team Working 
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Appendix B ï Photographs of the Property 
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Appendix C ï Client Confirmation of Approval 

Email has been removed for confidentiality reasons. 
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Appendix D ï Location and Situation Plans 

Maps removed to keep the location confidential. Promap was used for a location and situation map. I also included a 
street traderôs plan highlighting my property. 

 
 

 
These maps are not to scale and are for indicative purposes only. 
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Appendix E ï Layout Plan 

 

     This plan is not to scale and is for indicative purposes only. 
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Appendix F ï Key Considerations SWOT Analysis  

Strengths Opportunities 

¶ Prominent position on XXX Street 

¶ Good visibility 

¶ Modern construction 

¶ Renew the lease at a rebased Market 

Rent to the incumbent tenant, thereby 

extending income stream 

Weaknesses Threats 

¶ Lack of ancillary space  

¶ Lack of rental growth and rental 

evidence 

 

¶ Phase Eight vacating the property 

¶ The improvement of XXX Square 

Shopping Centre into a fashion 

destination, adversely impacting trade 

at the Property 

¶ Vacancies on XXX Street 

 

  



 

  

42 
 

Appendix G ï Rental Comparable Evidence 

Unit Tenant Date Transaction 

Zone A Rate 

per sq ft (Net 

Effective) 

Comment 

17 XXX Street 
Lloyds 

Pharmacy 
01/05/14 OML £49.00 

10 year FRI lease, with a tenant 

break option at the end of the 5
th
 

year.  

15 months rent free incentive.  

Headline Zone A rate of £61.25 per 

sq ft. 

6 XXX Street 
Carphone 

Warehouse 
21/09/13 LR £59.87 

New 10 year lease with a tenant 

break option at the end of the 5
th
 

year.  

Previous rent equated to £105.48 

per sq ft ZA. 

1 XXX Street WH Smith 27/09/13 RR £95.00 Nil increase. 

35 XXX Street Keech 18/05/13 OML £66.40 

Ground floor lock up retail unit. FRI, 

10 year lease, tenant break option 

at year 5 with a break penalty of 3 

months.  

9 months rent free incentive.  

Headline Zone A rate of £73 per sq 

ft. Ancillary valued at a rate of A/15. 

2 XXX Square Pandora 15/09/12 OML £65.76 

Ground floor lock up unit. FRI, 10 

year lease.  

9 months rent free.  

Headline Zone A rate of £69.22 per 

sq ft. 
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5 XXX Street Crew Clothing  22/05/12 OML £64.08 

Ground floor only store, FRI, 10 

year lease, tenant break option at 

year 5. with a break penalty of 3 

months 

9 months rent free. Headline Zone 

A rate of £67.45 per sq ft. 

There was a 5% discount for 

frontage to depth. 
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Appendix H ï Proforma and Rental Devaluation  

PROPERTY XXX 

LANDLORD / AGENT: XXX 

TENANT / AGENT: Phase Eight (Fashion & Designs) Limited/XXX 

TRANSACTION / DATE: Lease Renewal/ 17th September 2014 

LEASE DETAILS 

Rent: £40,000 per annum 

Term: 10 Years from 17th September 2014 -16th September 

2024 

Repairs / Insurance: FRI 

User: A1 

Alienation: Assign whole only 

Rent Review: 5th Year, 17th September 2019 

Rent-Free / Incentives: Tenant Break Option at the 5th year 

Other: None 

FLOOR AREAS & ANALYSIS 

Floor Description Area sq ft Rate  

Ground Zone A 340 Sq ft A/1  

 Zone B 324 Sq ft A/2  

 Zone C 251 Sq ft A/4  

 Zone D 33 Sq ft A/8  

 Store 216 Sq ft A/15  

     

 NIA 1,164 Sq ft   

 ITZA 583 Units £72.25 £42,121 

     

Deduction Ramp in 

Zone A 

space 

 -5% -£2,108 

Total    £40,015 

     

Say    £40,000 
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Appendix I ï Heads of Terms  

HEADS OF TERMS 

 

XXX 

 

WITHOUT PREJUDICE & SUBJECT TO CONTRACT 

 

1.  LANDLORD  

XXX 
 

2.  TENANT  

Phase Eight (Fashion and Designs) Limited  

90 Peterborough Road,  
Fulham,  
London,  
SW6 3HH  
 

3.  PREMISES  

The ground floor premises known as XXX 

4.  EXISTING LEASE  

An underlease of XXX, dated 20 July 2007 between XXX and Phase Eight (Fashion and Design) 

Limited (2).  

5.  TERM  

10 year lease from the date of grant.  

6.  RENT  

£40,000 per annum payable quarterly in advance on the usual quarter days, exclusive of Building 

and Estate Service Charges, insurance rent, rates, VAT and other outgoings.  

7.  LANDLORD AND TENANT ACT 1954  

Included.  

8.  BREAK OPTION  

A tenant only break option at the end of the 5 th  year on 6 monthôs written notice, subject to 

payment of principal rent and vacant possessi on.    

 

9.  RENT REVIEW  
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There will be a single upwards only rent review on the 5 th  anniversary of the term 

commencement date.  

10.  AUTHORISED USE  

Use of the ground floor as a retail shop within Class A1 of the Schedule to the Town and Country 

Planning (Use Classe s) Order 1987 to be used as a retail shop or such other use within Class A1 

as the Landlord may consent to, such consent not to be unreasonably withheld or delayed.  

11.  OUTGOINGS  

As per Existing Lease, subject to reasonable modernisation and updating.  

12.  REPAIR  

As per Existing Lease, subject to reasonable modernisation and updating.  

13.  ALTERATIONS  

As per Existing Lease, subject to reasonable modernisation and updating.  

14.  SIGNAGE  

As per Existing Lease, subject to reasonable modernisation and updating.  

15.  ALIENATION  

As pe r Existing Lease, subject to reasonable modernisation and updating.  

16.  SERVICE CHARGE  

As per Existing Lease, subject to reasonable modernisation and updating.  

17.  CONDITIONS  

Subject to Landlord and tenant Board Approval.  

Subject to contract.  

18.  LANDLORDôS SOLICITOR 

XXX 

19.  LANDLORDôS AGENT 

XXX 
 

20.  TENANTôS AGENT 

XXX 
 

21.  TENANTôS SOLICITOR 
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XXX 
 

Circulation List  

XXX -  Private Landlord  

XXX ï Phase Eight  

XXX ï Tenant Agent  

XXX ï Landlordôs Agent 

XXX ï Landlordôs Solicitors 
 
XXX ï Tenantôs Solicitors 
 

04 July 2014  
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Continuing professional development (CPD) record 
 
If you are undertaking structured training you must complete a minimum of 48 hours per 12 months of structured training. 
If you are not required to complete structured training, you need to demonstrate a minimum of 20 hours in the 12 months 
prior to your final assessment. At least 50% of your CPD must be dedicated to formal development. 

 

Date   
11/09/2013 Subject: Introduction to XXX Systems and Valuation  

Activity Type:  Internal Presentation given by XXX HR team and a Director 

in Valuation. 

Purpose:  To be introduced to the various systems to help with valuation 

work. 

Description:  The session was in the form of an internal presentation, 

providing an overview of the valuation department. 

Learning Outcomes:  I gained a basic understanding of the valuation 

department, their type of instructions and past achievements. I also 

became aware of the computer systems that I would need to carry out 

valuation work. 

Formal or Informal:  Formal 

 

1 

17/09/2013 Subject: Introduction to Valuation Methods 

Activity Type: Internal presentation 

Purpose: To give an overview of the purpose, basis and methods of 

valuation, as well as an introduction to the Red Book.  

Description: The presentation covered the methods and bases of valuation. 

Learning Outcomes: This presentation helped to refresh my incumbent 

knowledge of the valuation methods available. I increased my awareness 

of the format of Red Book Valuations and the importance of RICS 

Guidance notes.  

Formal or Informal:  Formal 

 

1 

30/09/2013 Subject: Graduate Induction Day 

Activity Type: Internal induction workshop for the new graduates 

Purpose: To provide information on the topics of Career Development, 

Networking Skills, the RICS and APC Pathways. 

Description: We had an internal workshop were we were able to participate 

and ask questions throughout. The day involved group brainstorming and 

exercises, as well as presentations.  

Learning Outcomes: This day provided me with a greater appreciation of 

the wider company including its structure, strategy and key services. I now 

have a better understanding of the systems used widely across my firm, 

XXXô approach to the rotations and the APC process.  

Formal or Informal: Formal 

 

7 
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07/10/2013 Subject: Health and Safety  

Activity Type: An online course on Health and Safety 

Purpose: To provide information on health and safety for a range of 

aspects in the working environment, including: Asbestos Management, 

Driving at Work, Fire Prevention & Procedures, Hazardous Substances, 

H&S Law & You, Premises Management, Ladder Safety, Manual Handling, 

Personal Safety, Risk Assessment, Slips & Trips, Violence & Aggression, 

and Working at a Height.  

Description: I participated and passed an online course consisting of 

information and question sections on each topic, with a question section at 

the end to test our understanding. 

Learning Outcomes: I now have a better understanding of the procedures 

that XXX carry out to ensure the safety of employees. I have learnt to 

avoid lone working where possible and in the event that I conduct an 

inspection alone, EVEREST is the XXX safety word to indicate danger to a 

colleague. In addition, I understand the risks or dangerous situations that 

could arise when working in or out of the office. 

Formal or Informal: Formal 

 

4 

23/10/2013 Subject: IT Excel Gold 

Activity Type: External workshop 

Purpose: To learn further skill functions of Microsoft Excel and to gain a 

deeper understanding of functions that will increase my efficiency. To 

improve my understanding of how to model data in the form of graphs and 

pie charts for presentation material. 

Description: The workshop covered ñGold Levelò material through worked 

examples and a pre-set training programme. 

Learning Outcomes: I am now more comfortable at using certain functions 

on Excel and I can navigate myself around the programme more efficiently. 

I have learnt specifically about if statements, v-look ups, linking worksheets 

and workbooks, count-if and what-if functions. I learnt how to create 

presentable charts and graphs to be used in client reports or 

presentations. 

Formal or Informal: Formal 

 

3 

24/10/2013 Subject: Professional Ethics for RICS Members  

Activity Type: Professional Ethics Course Online issued by the RICS 

Purpose: To gain an understanding of the RICS Standards regarding 

Ethics and the behaviour of their members. To learn the standards that are 

expected of me throughout my professional career. 

Description: The course included information chapters, scenarios and 

learning tasks with a test at the end. 

Learning Outcomes: I now have a better understanding of the RICS rules 

regarding Ethics and the level of behaviour that is required of all RICS 

members. I have learnt that I must conduct my work in an ethical and 

3 
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professional manner, act with honesty, integrity, show loyalty to the Clients 

and act confidentially where necessary. I have also been made aware of 

the severe consequences of failing to act ethically, such as imprisonment 

or expulsion from the RICS. 

Formal or Informal: Formal 

 

25/10/2013 Subject: Argus Valuation Developer Basic  

Activity Type: External workshop 

Purpose: To learn how to use the Argus Valuation Developer software at a 

basic level. Knowledge of this programme will help strengthen my 

understanding of residual valuations and development appraisals.  

Description: The workshop provided information at a basic level through 

worked examples and numerous scenarios. 

Learning Outcomes: I have gained a basic knowledge of Argus Valuation 

Developer, which has been helpful for my work involving development 

appraisals. The course has enabled me to conduct a development 

appraisal and I learnt how to create development timelines and produce 

development appraisal reports. 

Formal or Informal: Formal 

 

3 

28/10/2013 Subject: Dark Art of Agency  

Activity Type: Internal presentation  

Purpose: To gain an insight into the UK Investment Market and the 

necessary skills that should be possessed by an investment agent.  

Description:  This session was in the form of an informal presentation with 

the opportunity to ask questions throughout. 

Learning Outcomes: I found this useful in learning the skills that are 

required to make a successful investment agent. I am aware of the 

importance of networking and building strong relationships within the 

industry. 

Formal or Informal: Formal 

 

1 

04/11/2013 Subject: Lease Renewals  

Activity Type: Internal seminar  

Purpose: To provide an insight into the Lease Renewal process, including 

a brief introduction to the relevant legislation and terms of a new tenancy.  

Description: The session was in the form of a formal presentation with the 

opportunity to ask questions at the end. 

Learning Outcomes: I have a better understanding of the lease renewal 

process and the procedure of claiming a new tenancy including 

applications to court.  

Formal or Informal: Formal 

 

1 
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11/11/2013 Subject: Argus Valuation Capitalisation Basic 

Activity Type: External workshop  

Purpose: To provide an introduction to the Argus Valuation Capitalisation 

software. Knowledge of this software will benefit me significantly in both 

my valuation and investment teams.  

Description: The workshop comprised a full run through features of the 

software with worked examples. 

Learning Outcomes: I learnt how to input data at the portfolio, property and 

tenant level. I also gained a basic knowledge on generating valuations and 

running cash flows. I also learnt how to analyse categories using graphs.  

Formal or Informal: Formal 

 

3 

12/11/2013 Subject: XXX Business Space Department  

Activity: Internal presentation  

Purpose: To provide an insight into the office and industrial markets.  

Description: The presentation provided detail on the case studies of 

selected instructions, the performance of various regional teams in both 

the office and industrial sectors throughout the UK.  

Learning Outcomes:  I gained an understanding of the broader business of  

XXX UK, in particular the National Business Space Division. I have a 

greater understanding of the office and industrial teamsô typical 

instructions, clients and the opportunity to cross-sell between different 

departments, thereby generating work by forming strong relationships with 

other teams to ensure referrals of clients. Departmental talks help to 

provide an understanding of the broader XXX UK 

Formal or Informal: Informal 

 

1 

10/12/2013 Subject: Graduate Time Management, Report Writing & 

Communication  

Activity: External workshop by Mercuri International  

Purpose: To improve my time management, report writing and 

communication skills and to understand my weaknesses in these areas.  

Description: This session consisted of an interactive workshop, where we 

reviewed and discussed different methods of time management and writing 

reports.  We also ran through scenarios displaying various different 

communication styles. 

Outcome: I learnt a more succinct approach to report writing, which 

involved continuous referencing to the objective and purpose of the report 

throughout.  I am now aware of new techniques to handle different types of 

characters, building on my communication skills.  

Formal or Informal: Formal 

 
 
 
 

7 
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22/01/2014 Subject: Supermarket Database Research Presentation  

Activity Type: Internal Research Presentation  

Purpose: To learn how to use the Supermarket Database tool built and 

managed by the in house research team.  

Description: The session was highly interactive with a presentation and 

demonstrations of the new tool in use. 

Learning Outcomes: I learnt how to utilise the supermarket database tool 

to extract lease details of supermarkets which allowed me to calculate the 

upcoming rent reviews and lease expiries, providing the lease consultancy 

team with details and ideas for targeting new business. I also learnt how to 

use the tool to provide me with maps of supermarket provision in a 

specified area as well as any planning applications. 

Formal or Informal: Informal 

 

1 

25/02/2014  Subject:  Introduction to Landlord and Tenant Law 

Activity Type: Internal seminar  

Purpose:  To gain an insight into the structure and components of a lease, 

rent review, lease renewals. 

Description: The learning was in the form of a seminar with question and 

answer sessions at the end of each section. 

Outcome: I learnt that when areas are stated in the lease, they are to take 

precedent over any measured areas, unless the lease was created before 

the RICS Code of Measuring Practice. I understand how to analyse 

incentives given at the start of a lease to determine net effective rents. I 

have an appreciation for the assumed 3 months rent free period for tenant 

fit-out and understand that this is not analysed but instead is deducted 

from the total rent free period received by a tenant. 

Formal or Informal: Formal 

 

1 

28/01/2014 Subject: Measurement of Land 

Activity Type: Internal lecture  

Purpose: An introduction into the methods of measuring land. 

Description: The session was in the form of a lecture and covered the 

methods of measuring. 

Learning Outcomes: I understand the differences between the gross 

external, gross internal and the net internal areas and the parts of a 

property which should be included and excluded according to the selected 

basis. I am aware that the RICS Code of Measuring Practice states that 

the accuracy of the measurements taken should lie within a range of +/- 

10% of the actual value. I have learnt that I must ensure that equipment is 

calibrated correctly before departing for an inspection. 

Formal or Informal: Formal 
 
 
 
 

1 
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29/01/2014  Subject: Energy Act 2011 - 2018 EPC Legislation  

Activity Type: External lecture by SVM Associates 

Purpose: To provide an insight into the Energy Act 2011 and the new EPC 

Legislation coming into effect in 2018. 

Description: The session comprised a lecture covering EPC legislation. 

Outcome: I learnt that the Energy Act 2011 has three main principal 

objectives: tackling barriers to investment in energy efficiency, enhancing 

energy security and enabling investment in low carbon energy supplies. I 

am aware that a Landlord will not be able to let a property with an EPC 

rating of less than ñEò after 1st April 2018 and they are being forced to 

make energy efficiency improvements. In addition, I learnt that the Act sets 

out a funding mechanism to ensure that any work required to raise the 

EPC rating of a building can be implemented without an upfront cost to the 

landlord, whereby the mechanism provides for the cost of the works to be 

recoverable through the energy bill savings on the property. 

Formal or Informal: Formal 

 

1 

04/02/2014 Subject: Portfolio Valuation Department Presentation  

Activity Type: Internal presentation  

Purpose: To gain an insight into the portfolio valuation team and the extent 

of their services.  

Description: We were given a presentation including case studies to 

display the teamôs job role and typical instructions. 

Learning Outcomes: I learnt about the role of a director in the Portfolio 

Valuation team. I am now aware that the department produce a variety of 

portfolio valuations, including annual, quarterly and monthly accounts 

valuations. I was introduced to the opportunity of cross-selling services to 

clients going forward.  

Formal or Informal: Formal 

 

1 

05/02/2014 Subject: HVAC Workshop  

Activity Type: External Workshop run by SMV Associates 

Purpose: To be introduced to heating ventilation and cooling systems.  

Description: The session was in the form of a presentation with the 

opportunity to ask questions throughout. 

Learning Outcomes:  I learnt that unlike air conditioning, comfort cooling 

does not provide control of heating, air purity, humidity or air circulation.  I 

was introduced to the Energy Performance of Buildings Directive and now 

understand that the key requirements include leak testing, air conditioning 

and boiler inspections and energy performance certification.   

Formal or Informal: Formal 

 
 
 
 

1 
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14/02/2014 Subject: Compulsory Purchase 

Activity Type: Internal presentation by the XXX Compulsory Purchase 

Team 

Purpose: To gain an insight into compulsory purchase and the 

compensation rewarded. 

Description: The session involved a presentation, including case studies, 

followed by an opportunity to ask questions. 

Learning Outcomes: I learnt that for a government or developer to 

successfully purchase a personôs property or land, they must prove that to 

do so is in the publicôs best interest and they must compensate the partyô 

loss. I learnt that a high majority (90%) of the purchases are done by 

agreement. I learnt that the level of compensation awarded depends on 

the market value, hope and development value and is influenced by how 

severe the loss is to the claimant. 

Formal or Informal: Formal 

 

1 

17/02/2014 Subject: Global Investor Appetite ï UK Real Estate 

Activity Type: External presentation given by Nabarro 

Purpose: To gain an insight into which investors are demanding UK Real 

Estate and how they are funding such demand. 

Description: The session was in the form of a lecture which included tax 

and planning issues and their effect on demand for UK assets. 

Learning Outcomes: I learnt that the common drivers of investment by 

investors and occupiers of investment into UK real estate include the 

English language, perceived liquidity, availability of market data and the 

easy access to independent professional advice. I also learnt that 

deterrents to investors include the UK tax regime, planning laws and 

uncertainty of the EU economy. 

Formal or Informal: Formal 

 

1 

25/04/2014 Subject: Presentation to Students of Oxford Brookes University 

Activity Type: External presentation to Students at Oxford Brookes 

Purpose: To provide undergraduates with information about the APC 

training programme at XXX. 

Description: I presented to the students with the aid of powerpoint.  I 

answered questions throughout the presentation and held a question and 

answer session at the end. 

Learning Outcomes:  I found this opportunity to speak to a large audience 

particularly useful as I built upon my communication and public speaking 

skills. 

Formal or Informal: Informal 

 

 

 

1 
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28/04/2014 Subject: Bribery Training Course 

Activity Type: Internal Online Course 

Purpose: To learn about the Bribery Act 2010 and the ramifications of 

bribery. 

Description: The online course was interactive and consisted of information 

sections followed by scenarios and a test which we had to pass.  

Learning Outcomes:  I have learnt that XXX enforce that any gift received 

above £50 per person, must be declined or raffled for charity where a 

rejection of the gift would cause offence.  I am also aware that all gifts over 

£50, given or received, must be logged in the gift register.  I have learnt 

that the penalties for bribery are severe and can constitute up to 10 years 

imprisonment and unlimited fines. 

Formal or Informal: Informal 

 

2 

02/05/2014 Subject: Property Management 

Activity Type: Internal presentation 

Purpose: To learn about the management of properties and the role of a 

managing agent. 

Description: The presentation involved an overview of the management 

department, their turnover, typical instructions and daily job role. 

Learning Outcomes:  I now understand that the management department 

includes four different types of management teams ï property, facilities, 

asset and financial.  I have had an insight into the daily roles of a property 

manager.  

Formal or Informal:  Formal 

 

1 

14/05/2014 Subject: Property Law and Landlord and Tenant Act 1954  

Activity Type: External lecture by Fladgate LLP 

Purpose: To learn about property law and the implications of the Landlord 

and Tenant Act 1954. 

Description: The lecture was given by three lawyers, all providing 

information on their specialist area.  

Learning Outcomes:  I gained a deeper understanding of forfeiture, break 

notices, terminal dilapidations and commercial lease renewals, including 

the cases for opposition.  I have learnt that proactive management of 

assets will provide me with more time to use and comply with the legal 

procedures to achieve a desired outcome.  I also learnt that in court all 

emails constitute correspondence which must be disclosed. 

Formal or Informal:  Formal 

 
 
 
 
 
 
 

1 



 

  

56 
 

20/05/2014 Subject: Building Pathology and Inspection 

Activity Type: Internal seminar  

Purpose: To learn about the structure and form of buildings. 

Description: The session involved a one hour seminar covering building 

structure. 

Learning Outcomes: I was introduced to the methods of dating buildings 

and their structure. I also learnt that there are limitations with 

1950ôs/1960ôs buildings in terms of their modest floor to ceiling heights.  

The lecture also briefly reviewed asbestos and deleterious materials which 

can be found in buildings during inspection. 

Formal or Informal: Formal 

 

1 

18/06/2014 Subject: Are your fees secure?  

Activity Type: External lecture by Berwin Leighton Paisner LLP  

Purpose: To learn how to ensure that fees are secure in terms of the 

agreements we make with clients. 

Description: The session was a lecture with questions throughout and 

covered the importance of securing fees through Terms of Engagement. 

Learning Outcomes: I learnt that you must have written proof of the 

circumstances in which the fee is payable and the amount of fee / formula 

for its calculation. Non-compliance means that the fees are unenforceable 

without a court order.  I also learnt that I must have a written Terms of 

Engagement or an official signed retainer agreement with the relevant 

clients to protect fees in the case of the client relationship breaking down.  

I am now aware that clients must accept and sign our Terms of 

Engagement and that silence is not an acceptance. 

Formal or Informal: Formal 

 

1 

20/06/2014 Subject: Client Acceptance and Anti-Money Laundering 

Activity Type: Internal online course 

Purpose: To learn about the client acceptance and anti-money laundering 

procedures at XXX. 

Description: The course reviewed these processes at XXX and made 

reference to the Statutory laws covering this area. This learning took the 

form of an online course which had scenarios and questioning throughout. 

Learning Outcomes:  I understand that the main UK legislation covering 

Anti-Money Laundering and Counter Terrorist Financing are the Proceeds 

of Crime Act (2002), the Terrorism Act (2000) and the Money Laundering 

Regulations (2007).  I also learnt that under the Money Laundering 

Regulations it is an offence to fail to report suspicious activity and 

knowingly assist clients who are money laundering, which can result in 

imprisonment and fines.   

Formal or Informal:  Formal 

 
 
 

2 
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16/07/2014 Subject: International Organisation for Standardisation (ISO) 

Awareness Training  

Activity Type: Internal seminar by the ISO Team at XXX 

Purpose: To learn about the XXX ISO Quality and Environmental 

Management aims and procedures. 

Description: This learning was in the form of a small seminar of only 6 

people and introduced me to the concept of ISO. 

Learning Outcomes:  I understand that 88 of all UK XXX offices are now 

accredited by ISO. I am now aware that ISO 9001 relates to Quality 

Management which promotes best practice and meeting clientsô needs, 

whereas ISO 14001 relates to Environmental Management which focuses 

on environmental impacts, in particular the reduction of waste and energy 

consumption.  I understand that XXX are ISO accredited to demonstrate 

best practice to clients, improve efficiency, reduce the environmental 

impact and improve customer satisfaction and loyalty. 

 

1 

11/09/2014 Subject: Commercial Rent Arrears: Remedies for Landlords  

Activity Type: External lecture by Charles Russell Speechlys who 

specialises in Litigation & Dispute Resolution and Real Estate 

Purpose: To increase my knowledge of rent arrears.  

Description: A lecture giving a general overview of rent arrears on 

commercial property. 

Learning Outcomes: I learnt that it is important to preserve the right to 

forfeit the lease and to ensure that this right has not been breached.  I 

learnt about Commercial Rent Arrears Recovery (CRAR), which was 

introduced in April 2014, and that service charge and insurance are non-

recoverable even if they are ñreserved as rentò in the lease.  I am also 

aware that the rent deposit should be used as a last option of recovery as 

the tenant does not have to replenish this, unlike the rental payments. 

Formal or Informal: Formal 

 

1 

13/10/2014 Subject:  Measurement 

Activity type: External seminar run by Douglas Stevens & Co  

Purpose: To gain an in depth understanding of the technicalities of 

measuring different types of properties. 

Description: The learning was in the form of a seminar with an opportunity 

to ask questions at the end. 

Learning Outcomes: I revisited the definitions of gross external, gross 

internal and net internal areas and learnt which area would be 

predominantly used for different property sectors. I am now aware of the 

practicalities of measuring and how to approach measuring for different 

purposes, for example, adhering to rent review assumptions.  

Formal or Informal: Formal 

 
 
 

1 
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20/10/2014 Subject:  Zoning and Overall Valuation Methods 

Activity type: External seminar run by Douglas Stevens & Co 

Purpose: To further my knowledge of zoning retail premises to determine 

the rental value. 

Description: The learning was in the form of a seminar with an opportunity 

to ask questions at the end. 

Learning Outcomes: I reviewed the zoning retail units using the halving 

back method to arrive at an ITZA to aid comparisons of rental value 

between shops of different shapes. The seminar also worked through 

examples of mirrored zoning which can be used when analysing an 

irregular shop frontage. I also was given an insight on how to value return 

frontages and take account of disproportionate frontage to depth 

dimensions by the use of additions and discounts. 

Formal or Informal: Formal 

 

1 

21/10/2014 Subject: Sustainability 

Activity type: Internal seminar  

Purpose: To gain an insight into the implications for buildings of increasing 

demand for sustainability. 

Description: The learning was in the form of a seminar with an opportunity 

to ask questions at the end. 

Learning Outcomes: I learnt about XXXô Corporate Social Responsibility 

and I was introduced to green leases.  I was given an insight into BREEAM 

standards and the Green Deal, where by the government pay for works to 

improve the energy efficiency of a building and the owner re-pays the cost 

from the energy savings realised. 

Formal or Informal: Formal 

 

1 

21/10/2014 Subject: RICS Global Professional and Ethical Standards 

Activity type: External lecture by the Chair of the RICS Regulatory Board 

Purpose: To further my understanding of the RICS Rules of Conduct, the 

RICS ethical standards and the expectations of my behaviour. 

Description: The learning was in the form of a lecture with an opportunity to 

ask questions at the end. 

Learning Outcomes: I reviewed the RICS definition of professional ethics, 

found in the RICS Global Professional and Ethical Standards hand-out.  I 

reviewed the RICS mission statement and the five Ethical Standards in 

depth and understand that acting ethically is essentially for the reputation 

of the Institution.   

Formal or Informal: Formal 

 

 

 

 

1 
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29/10/2014 Subject: APC 12 Month Review  

Activity: External workshop run by APC Success Limited 

Purpose: To review our experience to date and to check that we are on 

target to achieving our selected competency levels and are writing our 

templates effectively to proceed with the APC. 

Description: The workshop included a review of the RICS and the APC 

templates. 

Learning Outcomes: I have a much improved understanding of the 

templates and information that is required.  I was also given guidance on 

which experience is relevant in achieving the certain levels of my chosen 

competencies. I increased my knowledge of the RICS.   

Formal or Informal: Formal 

 

4 

10/11/2014 Subject: What makes a good valuation report?  

Activity: External lecture given by the RICS Director of Technical 

International Standards 

Purpose: To learn the most effective way to display the important aspects 

of a valuation report to a client. 

Description: In the lecture, we reviewed the essential contents that must be 

included to ensure that the valuation is in accordance with the RICS 

Valuation ï Professional Standards (the óRed Bookô). 

Learning Outcomes: I learnt what the key elements of a valuation are and 

about the requirements of the Red Book.  I am now aware of the 

importance in building trust and public confidence in valuation reports 

issued by RICS members.  I understand the importance in highlighting the 

inherent uncertainty that is associated with all valuations even though they 

are based on informed and reasonable assumptions. 

Formal or Informal: Formal 

 

1 

17/11/2014 Subject: Use Classes Orders 

Activity type: External seminar run by Douglas Stevens & Co 

Purpose: To understand the impact of planning class uses on the value of 

properties. 

Description: The learning was in the form of a seminar. We reviewed all the 

planning uses and the recent changes to their definition. 

Learning Outcomes: I reviewed the definitions of each class under the 

Town and Country Planning (Use Classes) Order 1987, where the classes 

were first categorised by letters. I was introduced to the category of Sui 

Generis.  I am now aware of the Town and Country Planning (Use 

Classes) Order 2014 which responded to the recession by increasing the 

General Permitted Development Orders to increase flexibility between sub-

categories. 

Formal or Informal: Formal 

 
 
 

1 
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17/11/2014 Subject: International Property Measurement Standards - Office 

Buildings 

Activity type: External lecture by a Technical Director of International 

Standards at the RICS  

Purpose: To gain an understanding of the International Property 

Measurement Standards for office buildings. 

Description: The lecture introduced the international measuring standards 

and explained their importance in the ability to compare measurements 

and properties worldwide. 

Learning Outcomes: I was introduced to the new international standards 

adopted by the RICS and 65 professional standards.  I learnt that IPMS 1, 

IPMS 2 and IPMS 3 are the newly defined Gross External Area, Gross 

Internal Area and Net Internal Area.  I also learnt how to convert our old 

measures into the new system and dual reporting is the most effective 

response to client instructions to measure using methods differing from the 

recommended IPMS. 

Formal or Informal: Formal 

 

1 

15/01/2015 Subject: Building Surveying 

Activity: Internal lecture 

Purpose: To provide an overview of Building Pathology and Regulatory 

Compliance and to improve my basic knowledge of building structure. 

Description: The lecture provided an overview of building structures and 

environmental considerations of construction.  

Learning Outcomes: I now have a better understanding of building 

pathology, in particular cracking in buildings and I have been introduced to 

the Party Wall Act 1996. 

Formal or Informal: Formal 
 

1 

19/01/2015  Subject: Understanding Rent Review Clauses 

Activity: External seminar by Douglas Stevens & Co 

Purpose: To understand the implications of rent review clauses in leases. 

Description: The lecture reviewed and explained the meaning of typical 

rent review clauses including assumptions and disregards. 

Learning Outcomes: I learnt that it is important to read the rent review 

clauses carefully for each lease I deal with, as there is not yet an accepted 

standardisation of wording for rent review clauses. I reviewed the important 

clauses to extract when analysing a lease in respect of a rent review and 

the common assumptions and disregards that are provided for by the rent 

review clauses. 

Formal or Informal: Formal 

 

 

 

 

1 
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21/01/2015 Subject: Crossrail 2 ï Impact on Valuation 

Activity: Internal Lecture  

Purpose: To learn about the impact of the new proposed Crossrail 2 on the 

value on local properties. 

Description: The lecture covered the implications of Crossrail 2 on different 

property markets and property valuations, including compulsory purchase. 

Learning Outcomes: I have learnt about the implications of Crossrail 2, in 

particular the possibility that properties may be safeguarded and hence 

their value could be adversely implicated in the near, yet uncertain future. I 

also learnt about the system within XXX that helps me identify which 

properties are in safeguarding areas. 

Formal or Informal: Formal 

 

1 

22/01/2015 Subject: Valuation Best Practice 

Activity: Internal seminar 

Purpose: To learn about best practice to ensure that I under take valuation 

reports according to best practice and the Guidance of the RICS.  

Description: The seminar comprised of a presentation on RICS best 

practice in valuation. 

Learning Outcomes: I am aware of the importance of compliance and the 

ways in which I can achieve valuation best practice. I appreciate the 

importance of having two valuers sign off every report issued.  

Formal or Informal: Formal 

 

1 

05/02/2015 Subject: Introduction to Development Appraisal & Residual 

Valuations 

Activity: External Lecture by JPeiser Wainwright 

Purpose: To gain an understanding of development appraisals and 

residual valuations, in particular, the difference between the two. 

Description: Lecture with the use of worked examples of development 

appraisals and residual valuations. 

Learning Outcomes: I now have a better understanding of development 

appraisal and residual valuation, as well as feasibility and viability studies.  

I am now more aware of the management risk involved in a development 

project.   

Formal or Informal: Formal 

 

 

 

 

 

 

 

1 
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12/02/2015 Subject: Development Appraisal: Cash Flow Techniques and 

Sensitivity Analysis 

Activity: External Lecture by JPeiser Wainwright 

Purpose: To gain a deeper knowledge of development appraisals, in 

particular Cash Flow Techniques and Sensitivity Analysis.  

Description: Lecture introducing cash flows and sensitivity analysis with the 

opportunity to ask questions at the end. 

Learning Outcomes: I now have a better understanding of the use of both 

cash flow techniques and sensitivity analysis, as well as the importance of 

IRR as a measure of profitability.  The lecture also touched on the 

interpretation of appraisal results and methods of tracking the 

developments throughout the construction period. 

Formal or Informal: Formal 

 

1 

16/02/2015 Subject: Understanding Lease Clauses 

Activity: External seminar by Douglas Stevens & Co 

Purpose: To understand the valuation and management implications of 

lease clauses. 

Description: The seminar explained the definition of the main clauses in a 

lease. 

Learning Outcomes: I learnt that when reading a lease, I should always 

make a lease summary as a first step. I reviewed the meaning of the 

repair, alteration, alienation and user clauses. 

Formal or Informal: Formal 

 

1 

23/02/2013 Subject: Macroeconomics and its Effect on the Property Market 

Activity: Internal seminar  

Purpose: To gain an insight into the macroeconomic factors that underpin 

the economy and property market, to enable me to provide more in-depth 

advice to clients. 

Description: The seminar covered the latest macro-economical issues that 

are currently shaping the economy both in the UK, highlighting how these 

issues directly and indirectly impact upon the real estate markets. 

Learning Outcomes: I learnt about an overview of what key characteristics 

are currently shaping the macro-economy, how these characteristics relate 

directly and indirectly to the property market  

Formal or Informal: Formal 

 

 

 

 

 

 

1 
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24/02/2015 Subject: Argus Valuation Capitalisation Advanced 

Activity: External workshop  

Purpose: To provide a more in depth insight into the Argus Valuation 

Capitalisation software and its application, so that I am able to use this tool 

at an advanced level. 

Description: The session involved working through two different scenarios 

on the software. 

Learning Outcomes: The session involved a run through of more complex 

scenarios. I learnt how to process and value various tenant and cost 

situations, as well as learning how to generate sensitivity analysis, which is 

particularly helpful when reporting values and expressing risk to clients.  

Formal or Informal: Formal 

 

3 

24/02/2015 Subject: Growing Opportunities: A New Outlook for UK Real Estate  

Activity: External Lecture hosted by Nabarro 

Purpose: To gain a basic understanding of the findings of Nabarroôs 

research report investigating trends in alternative assets. 

Description: The lecture covered their research and findings and the 

alternative investment options available for funds and private investors.  

Learning Outcomes: I learnt that a significant proportion of respondents 

view alternative investments as more appealing than the usual core 

sectors such as office, retail and industrial, helped by the rise of mixed use 

schemes. I gained an insight into obtaining vacant possession and 

planning constraints. 

Formal or Informal: Formal 

 

1 

19/03/2015 Subject: Break Clauses: The Law, Problems and Solutions 

Activity: External lecture by Nabarro 

Purpose: To gain a basic understanding of issues surrounding break 

clauses and the case laws behind them, as it is important for valuation 

purposes to have a basic understanding of their implications. 

Description: The session was in the form of a lecture, covering the topic of 

break clauses and relevant case law. 

Learning Outcomes: I learnt about the mechanics of exercising a break 

notice and compliance with pre-conditions of a break clause.   

Formal or Informal: Formal 

 
 
 
 
 
 
 
 
 
 
 

1 
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23/03/2015 Subject: Landlord and Tenant Act 1954 and PACT 

Activity type: External seminar run by Douglas Stevens & Co 

Purpose: To gain an in depth understanding of the Landlord and Tenant 

Act 1954. 

Description: The seminar reviewed Sections 24-40 of the Act and there 

was the opportunity to ask questions at the end. 

Learning Outcomes: I learnt about the process and merits of the 

Professional Arbitration on Court Terms (PACT). I gained a deeper 

understanding of Section 25 and 26 Notices, as well as the ground for 

objection to a new lease under Section 30. 

Formal or Informal:  Formal 

 

1 

25/03/2015 Subject: Capital Markets Uncovered  

Activity: Internal seminar by Head of Global Capital Markets at XXX  

Purpose: To gain an insight into the inner workings of capital markets, to 

understand the factors that drive capital markets and to gain advice of how 

to provide an informed service to clients. 

Description: The seminar briefly covered financial instruments in the 

money market and their relative returns to those from property. 

Learning Outcomes: I learnt about debt and equity costs, as well as risk 

profiling for clients. I reviewed the risk-return economical curve and 

understand its meaning. I understand that it is important to be aware of 

alternative investments available to our clients so that we can provide them 

with informed and correct advice. 

Formal or Informal: Formal 

 

1 

26/03/2015 Subject: Minimum Energy Efficiency Standards and Commercial 

Property 

Activity: External lecture Falco Legal Training and SIAM 

Purpose:  To gain a basic understanding of the requirements for the 

Minimum Energy Efficiency Standards (MEES). 

Description:  The lecture provided an overview of the MEES which are 

expected to be introduced in 2018.  

Learning Outcomes: I learnt that Landlords will not be permitted to grant 

leases of buildings with an EPC rating below E, until all possible works 

permitted by the ñGolden Ruleò have been carried out under the Green 

Deal. I was given an insight into the advice which I should be giving to 

Landlord clients who may be affected 

Formal or Informal: Formal 

 

 

 

 

 

1 
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20/04/2015 Subject: Cross Border Investment Overview 

Activity: Internal seminar  

Purpose: To understand the role of the Cross Border Investment team and 

potential opportunities to build new client relationships. 

Description: The seminar included an overview of the Cross Border team 

and their role, as well as research findings regarding hot global money 

flows. 

Learning Outcomes: I learnt that London received the most global capital 

flows as inward investment in 2014 and over the last 10 years and that 

global money is predicted to continue to flow into London. I learnt that this 

team are a central cost to the company and do not require fee shares, but 

instead at as a medium to connect foreign money to UK assets and 

therefore help the other teams to build new global relationships. 

Formal or Informal: Formal  

 

1 

27/04/2015  Subject: APC Workshop 

Activity type: External workshop run by APC Success Limited 

Purpose: To understand the new templates and how to complete the new 

submission effectively. 

Description: We ran through the new templates and wrote examples of 

case studies. 

Learning Outcomes: I learnt the differences between the old submission 

and the new submission and how to link my Level 1 understanding for my 

competencies to relevant CPD that I have undertaken and I am now more 

knowledgeable of the application process and deadlines. 

Formal or Informal: Formal 

 

4 

30/04/2015 Subject: Commercial Leases ï Jargon Explained, Value Implications 

and Specific Issues 

Activity Type: Internal seminar 

Purpose: To further my knowledge of interpreting lease clauses and the 

technicalities regarding rent reviews and lease renewals.  

Description: The subject matter was presented to the group in the form of a 

seminar, with questions at the end of each section. 

Learning Outcomes: I was introduced to relevant case law behind the 

negotiation of lease renewals and rent reviews. I was made aware of the 

implications of specified lease clauses including assumptions over fitting 

out, the hypothetical term and rent review clauses. In particular, there was 

a discussion of Without prejudice and Subject to Contract. I also reviewed 

the Hierarchy of Evidence and roles of both Arbitrators and Experts. 

Formal or Informal: Formal 

 

 

 

1 
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13/05/2015 Subject: Landlord and Tenant ï Main Points for Surveyors 

Activity type: External seminar run by Forsters LLP 

Purpose: I aimed to gain a further understanding of the impact and severity 

of certain lease clauses on both Landlord and Tenants. 

Description: We were given a lecture by a solicitor at Forsters LLP, 

followed by a question and answer session. 

Learning Outcomes: I learnt about the extent of a tenantôs repairing 

obligations and the purpose of the Schedule of Condition.  I am now aware 

of what rent is payable and can be recovered when a tenant exercises a 

break clause, as well as the pre-conditions which should apply.  I also 

learnt that when assigning or sub-letting a lease, the Landlord cannot 

refuse the tenant consent to do so on the grounds of relatively weaker 

covenant strength; the important test is whether the subïtenant can meet 

the lease obligations. 

Formal or Informal: Formal 

 

1 

13/05/2015 Subject: Surveying Safely 

Activity type: Lecture by the RICS 

Purpose: To provide an introduction to the guidelines of working safely in a 

supported environment. To understand the hazards and risks of that may 

arise on inspections and how to approach an inspection in a safe manner.   

Description: This learning was in the form of a lecture with given scenarios 

regarding hazardous situations. 

Learning Outcomes: This made me aware of the existence and dangers of 

asbestos. I now have a better understanding of how to safely undergo an 

inspection of a site. The lecture also reviewed information on personal and 

corporate responsibility for property professionals, and possible hazards 

and risks when visiting premises and sites. 

Formal or Informal: Formal 
 

1 

14/05/2015 Subject: Argus Developer Advanced Training 

Activity type: External workshop 

Purpose: To gain a further understanding of the developer software to 

improve my skills for conducting development appraisals. 

Description: The learning was in the form of a tutorial where we worked 

through examples on our own computers. 

Learning Outcomes: I learnt how to include tenant incentives within 

development appraisals assuming pre-lets or lettings following a short 

letting void. I was introduced to dynamic timings of costs and development 

phasing within projects to ensure the appraisals are more accurate and to 

reduce the risks of mistakes made. I also learnt about multi-phasing 

between different projects, which is especially useful for mixed use 

schemes or larger projects, where different phases are built. 

Formal or Informal: Formal 

 
 

3 
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26/05/2015 Subject: Valuation Workshop 

Activity type: Internal seminar run by two XXXô valuers 

Purpose: To gain an overview of the Red Book and to gain a deeper 

understanding of the different valuation methods. 

Description: The learning was in the form of a seminar with an opportunity 

to ask questions at the end. 

Learning Outcomes: I reviewed the definitions of key valuation terms, 

including the different purposes, bases and methods of valuation. I am now 

aware of the Registered Valuers Scheme especially its purpose and 

merits.  

Formal or Informal: Formal 

 

1 

29/05/2015 Subject: RICS Ethics and Code of Conducts  

Activity type: Internal lecture and workshop 

Purpose: To gain an understanding of the level of knowledge and 

behaviour required by RICS to be seen as competent to handle situations 

ethically.  

Description: The first half of the session was in the form of a lecture, 

followed by an opportunity to ask questions. The second half involved a 

workshop with role playing conversations to assess the ethical way to deal 

with given scenarios.  

Learning Outcomes: I reviewed the RICS 5 Ethical Standards of a 

Chartered Surveyor and the 5 Principles of Better Regulation. I was 

introduced to the RICS Ethical Decision Tree, which I am now able to use 

to aid in me in my determination of the most ethical and appropriate way to 

deal with difficult or controversial situations. Additionally, I am now aware 

of the flowchart to help with making a complaint to the RICS, including 

situations which constitute a breach of RICS rules. 

Formal or Informal: Formal 

 

1 

02/06/2015 Subject: Conflicts of Interest in Commercial Real Estate  

Activity type: External lecture by JPeiser Wainwright 

Purpose: To understand when conflicts arise and the most effective and 

ethical way to handle them.  

Description: The learning was in the form of a lecture with a question and 

answer session at the end.  

Learning Outcomes: I learnt the meaning of the term Fiduciary Duties, in 

such that we have a duty to our client to ensure that no conflict or profit 

arises and that the client has our undivided loyalty and confidentiality. I 

learnt that a conflict must be disclosed and the client must give their 

consent to proceed on this basis, after which, information barriers must be 

implemented. I am now aware that where conflicts have not been 

disclosed, the agent is seen to be receiving a secret commission and 

therefore it is treated as a bribery or fraudulent case. 

Formal or Informal: Formal 

 

1 




