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              STRIDE & SON 
Southdown House, St John’s Street, Chichester PO19 1XQ 

01243 813760      management@strideandson.co.uk 
 

Somerstown - Application for Alterations to Houses 
 

Introduction 

We know that as owners you may wish to make changes to suit you - this alterations process will help 
you ensure that changes are safe and maintain the positive appearance of the estate. 

To help you, this information sheet provides guidance on the process to follow if you would like to make 
changes to your home - and includes an application form for future work or for any alterations that have 
been previously made without consent. 

 

Why do Alterations Need Consent? 

Somerstown Management Company Ltd owns the estate grounds and the freehold of the flats, and 
therefore has responsibility to ensure the good appearance, safety and structural integrity of the estate, 
on behalf of all house owners and flat leaseholders.  

It is essential for fire safety that all alterations to flats and houses meet the required standard. 

Also, when homes are sold, your buyer’s solicitors will almost certainly require proof that the alteration 
is acceptable to Somerstown Management Company Ltd before proceeding with the sale. It can lead to 
delays if consent has not been sought and may increase your costs. 

Stride & Son will be pleased to discuss any planned work if you are unsure or have questions. 

 

How Do I Obtain Consent? 

To help you, we have included an application form to complete with details of your planned alteration to 
forward to Stride & Son.  We make a nominal charge of £60 inc vat for processing the form and dealing 
with simple alterations.  Complicated alterations may require, for example, advice from specialists which 
will cause additional costs; this would be discussed with you if required.    

Please send the form, supporting information (such as drawings and images) and fee to us.  If the matter 
does not require consent then no charge will be made and we will return documents to you. 

 

What if I have already made Alterations? 

You should make a retrospective application, again giving as much information as possible.  Depending 
on what work has been carried out, it may be necessary for us or another professional adviser to visit 
you, or for documentation such as FENSA certificates for replacement windows to be provided. 
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How long will it take to obtain consent? 

This will depend upon the complexity of the request.  Usually, most matters will be dealt with during 6-8 
weeks.  You will be advised if the matter becomes more complex.  In the case of retrospective 
applications, these will be prioritised in order of urgency. 

 

Who should I contact for further information? 

If you have technical queries, please contact Stride & Son.  We will be happy to help.  Given the costs 
involved for your alteration, we would suggest an early discussion with the Management Agent before 
instructing your professional advisers. 

 
 
Application Process 

Under the terms of your Transfer document (TP1) or covenants you may require consent for certain 
types of alterations to your property such as extensions or additions (eg conservatories and sheds) or  
alterations that affect the exterior appearance of the property.  Due to the special character of 
Somerstown many of these things also require planning consent, as well as other items such as 
replacement windows, changes to the facade, etc. 
 
You can seek advice about planning matters from Chichester District Council but please ensure they take 
into account the Somerstown address when giving you advice. 
 
Consent cannot be granted to third parties, so the application must be completed by the owner of the 
property. 
 
All works are to be carried out at the owner’s expense.  We are not likely to restrict which tradesmen you 
use but they must hold valid public liability. 
 
The Management Company will require any inappropriate alterations to be reversed or adapted. 
 
The application should contain all the information needed to assess the project and make a decision. 
Following receipt of the application, the managing agent will consult with the Directors.  You should not 
order works until you have written confirmation from the managing agent that consent has been 
granted. 
 
Please note that in the event of major alterations it may be more appropriate for the consent process to 
be passed to the freeholder’s solicitor for a Licence for Alterations to be drawn up.  The flat owner 
concerned will be responsible for any legal costs.  This process may take longer than usual. 
 
The work involved in processing this application is in addition to Stride & Son’s usual management work 
and therefore an additional fee of £60 including VAT will be needed to process the application.  This 
payment should be made when submitting the application.   
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APPLICATION FOR MANAGEMENT COMPANY CONSENT FOR ALTERATIONS 

Name: ………………………………………………………………………………………………………………………. 
 
Address: ………………………………………………………………………………………………………………………. 
 
 ………………………………………………………………………………………………………………………. 
 
Telephone/email ………………………………………………………………………………………………………………………. 
 
Address of flat ………………………………………………………………………………………………………………………. 
being altered (if different) 
 
PROPOSED ALTERATION 
Description of the proposal (please attach on separate sheet if more space is required) 
 
………………………………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………………… 
 
Will the alteration require Building Regulations consent? If so please provide supporting documents 
         YES / NO 
 
Will the alteration require planning consent? If so please provide supporting documentation  
         YES / NO 
 
Do you think there will be any effect to neighbouring properties?  YES / NO 
 
If the work is structural we may require a structural engineer’s report or architect’s plans.  If you already 
have such documents please provide copies now.  
 
If you have already accepted a quote, please provide name, address and contact details for contractor 
and confirm if we may contact them direct in the event of queries. 
………………………………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………………… 
 
 
Plan/Sketch: Please attach a plan or photographs indicating the location of the work to be done, and 
provide any illustrations/sketches applicable. 
 
Does your alteration require annual maintenance                                      YES/NO 
If yes, who will provide this    …………………………………………………………………………….. 
 
Will there be any noise or other disturbance to neighbours from the works being carried out, or from use 
of any equipment after installation (if so please give details)  YES/NO 
 
………………………………………………………………………………………………………………………………………………………………… 
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PAYMENT 

I attach my cheque for £60 (inc vat) made out to Stride & Son 
 
Signed   …………………………………………………………………………………………………………………………………….. 
 
Date    
 
Please send the completed application form to: Property Management Department, Stride & Son, 
Southdown House, St John’s Street, Chichester PO19 1XQ or Email: management@strideandson.co.uk 
 
Provided all information has been received your application should be processed within four weeks of 
receipt.  Please bear in mind that we need to consult with the Freeholder/Resident Management 
Company Directors.  If the works are more complex then the consultation may take longer, and we will 
advise you if this is the case. 
 
Receipt of this form by Stride & Son does NOT grant you with permission to carry out the works; you 
must wait for confirmation as to whether consent is granted and adhere to any conditions.  
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FOR STRIDE & SON OFFICE USE ONLY 

 
Date received:    …………………………………………………………………………………… 
 
Cheque Received/receipt issued: …………………………………………………………………………………… 
 
Any additional information required: …………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………………… 
 
 
Date sent to Client:   …………………………………………………………………………………… 
 
Comments received from Client: …………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………………… 
 
 
Permission Granted   YES  /  NO 
 
Conditions applicable: 
 
Standard conditions: 
- The contractor must hold valid public liability insurance and must not leave any materials/debris in 

communal areas.  In particular skips may only be sited at the property where there is an agreed 
suitable place on site with prior consent. 

- The property owner is responsible for having any damage made good; 
- The property owner is responsible for obtaining any relevant local authority consents 

(planning/building regs) and must provide a copy to the managing agent; 
The property owner may only use contractors who hold valid public liability insurance (and where 

necessary hold appropriate qualification, eg Fensa, Certass) 
- If there is to be any noisy work then the property owner must advise immediate neighbours prior to 

works starting. 
 
 
Other conditions:  
………………………………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………………… 
 
 
Date of letter of consent to property owner: ………………………………………………………… 
 
Date MUS updated:    ………………………………………………………… 


