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HOW to SEND us DOCUMENTS 
 
SPEED OF RESPONSE 
It is so much easier for us to give you a faster turnaround of service with documents that are instantly 
readable for us.   This means that we don’t invest chargeable time organising and filing documents 
into order. 
 
This is because at the time we receive them, they are alien to us whilst right now before you send 
them to us those documents are familiar to you. 
 
DOCUMENTS AND PDF 
It has been found easiest to receive documents where they have been sorted electronically by the 
client before we receive them.  This saves paying one of our staff to do it and recharging that to you. 
 
Of course, if you want us to sort them we will and there is a secretarial charge of £55.00 per hour to 
do that and it is charged by the minute, many clients prefer to do it themselves using apps on their 
phone. 
 
So, you can sort them first, then please send documents in PDF format (never a photo) and use 
Camscanner to achieve this very easily and send one document per PDF. 
 
It is important to give every document date and name so we can easily understand what it is 
before opening it.  The renaming function is one of the options which you will need to use in the app. 
 
You can get the app here: https://www.camscanner.com/user/download 
 
It is very simple and this short video will save you time in learning: 
https://www.youtube.com/watch?v=0E9X_x4AJHc 
 
 
DOCUMENT NAMING: 
Here is an example of a well-named Document: "2020-04-27 56 Beverley Dr, LE4 5GH - Letter to 
Solicitor ref lease" 
 
As you can see, everyone now knows, without searching nor opening it, that this is a letter to the 
Solicitor ref the lease at 56 Beverley Drive dated 27 April 2020.  You can see all that information in 
the  
 

1. Date in reverse - 2021-04-27   is the year 2021 the month 04 the day 27 which permits the 

files to be held chronologically in computer systems. 

2. The Property address - 56 Beverley Dr, LE4 5GH 

3. The Content - Letter to Solicitor ref lease 
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As you can imagine with lots of data, we do like to be able to ensure things are correctly labelled and 
filed and easily accessible so that when presenting documentation to councils and tribunals we like to 
make it easy for them to be agreeable to the documentation. 
 
 
EMAILS and Forwarding Them: 
Please do use your email system to forward emails to us directly at team@landlordsdefence.co.uk 
and do not alter the email in any way, so we receive it as you did. 
 
 
SUBJECT LINE  of emails: 
You will see in this email to you there is a code in square brackets at the end of the subject line 
please copy that code (including the square brackets) to the end of the subject line of each email you 
forward to us. 
 
The above allows this to happen easily for everyone and the few minutes invested at the beginning at 
your end, saves time, effort and money for you throughout the work. 
 
VERY IMPORTANT: 
You are asking us to assist you and advise you, therefore, please let us make decisions about 
what is important and relevant to your case, as often we find it is the things clients do not reveal, 
are the things that are most important and can be the difference between a difficult or a positive 
result for you. 
 
Many thanks. 
 
 
Landlord Licensing and Defence. 
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