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LICENSEE COUNTDOWN CHECKLIST
	Task
	When
	Comments

	Agree terms of your agreement (Commercial Summary Meeting)
	8 weeks
(12 weeks Lease)
	Agree the commercial terms and agreement type, discuss general issues and obtain details of the Premises Licence. Also covered in this meeting will be the terms of any SWP/AWP machines if applicable.

	Conduct a full survey

(Lease agreements only)
	12-8 weeks
	Arrange for a condition survey of the building.

	Mentoring
	8-0 weeks
(& ongoing)
	Charles Wells Pub Company offers a free mentoring facility with our current Licensees. Mentoring can provide specific training and support for key business areas or this could be a general chat around ideas you wish to implement in your pub and how you might do this. By speaking to Licensees who have been in the same position as you are now, you can share experiences and learn from their mistakes! If you are completely new to the Licensed trade it would definitely benefit you to undergo some form of Mentoring before attending CRISP. For more information on Mentoring please contact Holly Hammond, Training & Recruitment Co-Ordinator on 01234 244421.

	Book onto CRISP
	8-0 weeks
	Once you know you will be taking on a pub you should book onto the Charles Wells Retail Induction Support Programme, which is compulsory for all new Charles Wells Pub Company Licensees to attend. You should have received a training brochure in your Recruitment Pack detailing the dates and content, or you can speak to your RDM for more information.

	Decide how you will trade
	8-6 weeks
	Decide whether you will trade as a Ltd Company or a Sole Trade etc and register your company name.

	Set up business bank account
	8-6 weeks
	You will need to set up your business bank account as soon as possible. Unlike a personal account, you will be charged for depositing and withdrawing money so it is worth shopping around for the best deal.


	Obtain an inventory
	7-6 weeks
	Charles Wells Pub Company will arrange this on your behalf, the cost of which will be included within the total ingoing amount payable.

	Appoint a Solicitor
	7-6 weeks
	Charles Wells Pub Company recommends that you take legal advice from a Solicitor experienced in Commercial Agreements. If you are entering into a Lease this is essential as negotiations are carried out through both parties’ Solicitors. 

	Appoint an Accountant
	7-6 weeks
	Charles Wells Pub Company will allocate you to one of our preferred Accountancy firms for your first 12 months of trading. Your Accountant will register you for VAT and PAYE. Dependent on your experience, your Accountant can support you in a variety of ways, providing you with a range of reports and functions, or they can do very little. You should discuss with your Accountant what level of support you will require from them.

	Order your PDQ machine
	6-4 weeks
	Ordering your PDQ, installing it and setting it up can take longer than you may think so it is worth while looking into this ASAP. The service charge and clearance of funds can also vary considerably so it is worthwhile shopping around for the best deal. Preferred rates may be available through BII and FSB (Federation of Small Businesses) membership.

	Sign Agreement to Lease 

(Lease agreements only)
	6-4 weeks
	This document confirms the terms of your agreement and indicates your intent to sign a full agreement.

	Arrange transfer of service for Utilities providers
	6-5 weeks
	Contact your utilities providers as soon as possible to avoid being transferred on to emergency rates. Obtain quotes from at least 3 providers and negotiate to get the best rates possible. You will also need to arrange your sewage, telephone, refuse collection, business rates and council tax.

	Organise insurance
	5-4 weeks
	You will need to arrange public liability, fixtures and fittings, stock, public and employer’s liability insurance.

	Begin your menu planning and costings
	4-0 weeks
	Charles Wells Pub Company offers their Licensees the free use of a bespoke on-line marketing tool called ‘Profit on a Plate’ which will help you to accurately cost and produce a professional and profitable menu quickly, easily and cost effectively.


	Organise your PPL and PRS Licenses
	4-1 week
	If you wish to play background music, music quizzes or have a juke box in your pub, you will need to obtain the correct Licenses. These Licenses can be rather expensive and you could pay over the odds if you do not understand the criteria which the fee is based upon. Your answers to the questions asked should be as precise and accurate as possible to ensure that you do not pay for more than you require. You will receive guidance notes to assist you with this at your Business Administration Meeting.

	Set up Co2 gas supplier & place order
	4 weeks
	You will need to set up a new account with a Co2 supplier which can be a lengthy process. The outgoing Licensee may be able to provide details of their current supplier or your RDM should be able to find out the names of alternative suppliers.

	Ascertain staff details
	4-3 weeks
	Obtain personal records, staff rota, training records, identify any recruitment needs and provide contracts of employment as required.

	Ascertain details of all regular suppliers
	4-3 weeks
	Using the Important & Useful Information Pack which will be provided at the Business Administration meeting, find out which suppliers the current Licensee uses. You may need to set up new accounts in advance. By becoming a member of LSG who are a buying group, you may be able to take advantage of preferred rates. You will receive information on LSG at your Business Administration Meeting.

	Bookings/other prior commitments
	4-3 weeks
	Find out whether there are any bookings which need to be honoured and deposits which have been taken e.g weddings, functions, accommodation bookings etc.

	Understand how to operate the equipment in your pub
	3-0 weeks
	It is important that you understand how to operate the equipment included within your fixtures and fittings. Also obtain details of service dates and contracts.

	Business Administration Meeting
	2-0 weeks
	A member of the Charles Wells Pub Company Commercial Team will advise you when and where you need to sign your agreement and when you will complete. You will also be provided with your direct debit mandates which need to completed and registered before your first day of trading.

	Organise day of change stock
	1-0 weeks
	Charles Wells Pub Company will organise a stock take on the day of change as part of your stocktaking package. However, in advance of the day of change you should discuss your stock requirements with your RDM and plan an order accordingly.


	Locks 
	Day of change
	Charles Wells Pub Company will change the main locks on your change over day.

	Fire extinguishers/ burglar alarm/emergency lighting
	Day of Change
	Fire extinguishers will be included in the inventory and will be tested by Charles Wells Pub Company on the day of change along with the alarm and lighting. You should be aware of how they operate, when they were last serviced and how to change the codes.


NOTE: Timescales are based on a standard Tenancy unless detailed otherwise.
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