Policy  for Charging the Company Rent for our Home Office       Dated...............
This policy explains the basis on which the Company XYZ Ltd pays rent for our Home Office at address....................................
The rent level is based on expenses which are properly attributable to the provision of (furnished) accommodation to XYZ Ltd.  We will keep receipts for the expenses used as the basis for rent.  The rent does not exceed the market rentable value of the office. 

Proportion 
As stated in the rental agreement, the facilities are only let to the company for designated hours each week – generally  9.00am to 5.00 pm  Monday to Friday.  The office areas are not used exclusively by the business. 

The proportion of expenses claimed is based on the proportion of the useable rooms in the house (reception rooms, bedrooms and study) used by the business. 

Paperwork

We have: 

· Drawn up a formal board minute to state the arrangement and this has been agreed. 

· Prepared and signed a rental agreement setting out formal terms and conditions. 

· On the company accounts we include payment for rent under ‘Rent and Rates’.   

The rental rate is set on the basis of the following expenses (average rate actually incurred). The rental will be £202.25 per month. 
 

	Calculation
	Average amount (£) per month 

	
	Amount for whole house 
	Proportion for office (1/4 except those marked with *1/2)

	Gas & Electricity costs
	100.00
	25.00

	Rent or mortgage interest for house 
	500.00
	125.00

	Window cleaning 
	10.00
	2.25

	BT Broadband + landline calls* 
	50.00
	25.00

	Council tax 
	100.00
	25.00

	
	
	

	Total Regular outgoings 
	760.00
	202.25

	

	Note: we will add in maintenance and repair costs – as and when they arise.  


