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Lease Extension Signature Request Form when FirstPort are named as Manager


PLEASE ONLY USE THIS FORM WHERE FIRSTPORT OR A FIRSTPORT GROUP COMPANY IS NAMED AS MANAGER WITHIN THE LEASE YOU ARE WISHING TO EXTEND. IF THEY ARE NOT NAMED AS MANAGER, PLEASE REFER TO THE WORKFLOW AT THE END OF THIS FORM AND CONTACT THE RELEVANT DEPARTMENT.

Page 5 of this form contains details of FirstPort & FirstPort Group companies.


TIMEFRAME

The process for completion of most standard lease extensions takes between 2 to 4 weeks from receipt of all required paperwork and information by the Deeds of Variation Team.  The process may take longer for complicated deeds or when case volumes are high but we will notify you at the outset if this is the case.   


PROCESS

1. Return the fully completed form with all of the requested documents to deedsofvariation@FirstPort.co.uk
2. You will receive an acknowledgement of your email within 3 Business Days of receipt. 
3. You will receive a substantive response to your request within 10 Business Days of receipt.
4. Where forms are incorrectly completed or there is missing documentation, we will not be able to process the request in accordance with the timeframes above.  We will endeavour to respond as soon as we are able, but we have significant volumes of requests and therefore it would assist our processes if you ensure that all the relevant information is provided at the outset.

Please do not post original copies of documents signed by any of the parties to any of our offices without first notifying us and obtaining our consent.  We operate a centralised incoming post system within which documents we are not expecting are likely to be lost.



REQUIRED DOCUMENTS:

	
· The Lease and OCE for the property

· The Landlord’s OCEs 

Along with:

· All pages of the form completed

· A clean copy of the new lease 

· Specific separate written undertaking for our fees in the sum of £500 plus VAT for all other variations on Solicitor’s headed notepaper, NOT in the body of an e-mail. The undertaking must also state “whether the matter completes or not”.








Please quote the case reference on all correspondence. 

Case Reference: 	DOV/[11 digit FirstPort account number]/[1st line of address]              
(please add these details but do not use case references used by other departments. The account number will be given on all demands issued by FirstPort as well as on statements of account)
       

Property Address: _______________________________________________________


Property Postcode: _____________


Property Owner’s Name:

 __________________________________________________________ 

Property Owner’s Address (if different):

 __________________________________________________________ 


Property Title Number: _____________


Property Owner’s Solicitor – Individual contact’s name: 

___________________________________________________________

Property Owner’s Solicitor contact Firm and full address:

___________________________________________________________


Property Owner’s Solicitor individual contact’s e-mail address:

___________________________________________________________


Details of the Landlord:


Current Landlord Name: ________________________


Landlord Address: ______________________














Please detail below any additional information that may be relevant: 
















FirstPort Group companies

When reviewing Leases or restrictions, please cross‑check the company number against the list below. Note: Some FirstPort companies may appear under historic names.

	Name
	Company number

	FirstPort Property Services Limited
	02061041

	FirstPort Property Services No 2 Limited
	02231168

	FirstPort Property Services No.4 Limited
	07299764

	FirstPort Property Services No.5 Limited
	05876680

	FirstPort Property Services No.6 Limited
	05851267

	FirstPort Property Services No.7 Limited
	04052477

	FirstPort Property Services No.8 Limited
	06805193

	FirstPort Property Services No.9 Limited
	08918100

	FirstPort Property Services No.10 Limited
	06243275

	FirstPort Property Services No.11 Limited
	03837047

	FirstPort Property Services No.12 Limited
	05398647

	FirstPort Property Services No.13 Limited
	10958569

	FirstPort Property Services No. 14 Limited
	05574453

	FirstPort Property Services No. 15 Limited
	07854696

	FirstPort Property Services No.16 Limited
	01286309

	FirstPort Bespoke Property Services Limited
	01623496

	FirstPort Retirement Property Services Limited
	01614866

	Meridian Retirement Housing Services Limited
	01833177

	Amenity Property Holdings Limited
	



The Deeds of Variation team can only assist where the named Manager or Landlord is a FirstPort Group company. If the entity named in the title documents is not a FirstPort company, the team will be unable to process the request.

Resident Management Companies

To confirm the appointed company secretary, please refer to: https://find-and-update.company-information.service.gov.uk/ (For further clarity, review the “Persons with significant control” section under the People tab.) If the secretary is Innovus Company Secretaries Limited, contact: companysecretarial@innovus.co.uk

Landlord’s Agents – Contact Details

If the Landlord’s agent is one of the following, please contact them directly:
· Estates & Management Limited – legal@e-m.uk.com
· Homeground Management Limited – consents@homegroundonline.com
· Innovus Group Limited – assetmanagement@innovus.co.uk
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Where a FirstPort company is not the Landlord, enquiries must be directed to the Landlord in the first instance. This includes cases where FirstPort is appointed solely to collect ground rent.  FirstPort does not have authority to handle lease extension requests on behalf of non‑FirstPort Landlords
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