
 

Step by step guide to submitting a HMO licence application 

 
 
 
 
 
 
Go to 
www.runnymede.gov.uk/
hmolicence  
and download the 
application form 
 
 
 
  

 
 
Right click on the link and 
select save as.   
 
 
 
 
 
 
 
 
 

 

http://www.runnymede.gov.uk/hmolicence
http://www.runnymede.gov.uk/hmolicence


Save the form on your 
computer 

 

 
Read the guidance 
documents before 
completing the 
application form 
 
 
 
 

 
Open the application 
form on your computer.  
Do not open it using a 
web browser as it may 
not work.   
 
You will need to have a 
recent version of Adobe 
Reader installed on your 
computer.  You can 
download this from 
https://get.adobe.com/r
eader/ 
 

 

https://get.adobe.com/reader/
https://get.adobe.com/reader/


Complete all sections of 
the application form 
 
 
 
 
 
 
 
 
 

 
When you have 
completed the form, save 
it on your computer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once you have filled the 
form in for the first time 
you can save a copy for 
each property you need 
to submit a licence for 
and just update the 
property details sections. 
 

 
 
 
 
 
 
 

 
 
Go back to 
www.runnymede.gov.uk/
hmolicence 
and click on the link to go 
to the HMO licensing 
portal 

 

 
 

http://www.runnymede.gov.uk/hmolicence
http://www.runnymede.gov.uk/hmolicence


 

 
If you have already 
registered, login with 
your email address and 
password 
 
 
If you have forgotten 
your password click here 
and follow the 
instructions 
 
If you have not used the 
portal before you will 
need to register for an 
account 
 

 

Fill in your details  to 
register 
 
 
 
 
Email address 
 
Your password must be 
at least 8 characters long 
and contain at least one 
lowercase letter and a 
number 
 
Your name and address 
 
 
Phone number 
 
Enter a secret question 
and answer.  This will be 
used to reset your 
password if you forget it 
 
 
Press submit when 
complete 

 

 
 
 



 
You can now log on to 
the portal 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will receive an email 
confirming you have 
registered successfully 
 

 

 
Log on to the portal using 
your email and password 
that you registered with 

 



Click apply for a licence 
to upload your 
application form 

 
 
 
 
 
Select application type – 
new licence or renewal 
as appropriate 
 
Select landlord or 
managing agent as 
appropriate 
 
 
 
 
Enter the details of the 
property to be licensed 
 
 
 
 
You can enter the details 
manually, or search for 
an address by clicking 
here 
 
 

 
 

 



 
You can search using the 
house name/number and 
postcode, or just by 
postcode 

 
Select the required 
address from the list 
 
If the address is not listed 
you will need to enter 
the details manually 

 
  

Now upload the 
application form 
 
Click on browse 
 
 
 
 
 
 
 
 
 
Chose the file to upload  



When the file has 
finished uploading click 
on submit 

 
The application form has 
been successfully 
uploaded 
 
 
 
This is your licence 
reference number 
 
Click on proceed to 
upload your supporting 
documents 
 
 
 
You will receive an email 
confirming your 
application has been 
submitted 

 
 

 
Upload your supporting 
documents 
 
 
 
Select the appropriate 
document type from the 
list 
 
If the document is not 
listed, use the HMO 
licensing  general 
document  



Choose the document 
type  
 
 
 
 
Click on browse 
 
 
Select the document to 
upload 
 
 
Click on upload 

 

 
Upload all your 
supporting documents 
 
 
 
Uploaded documents are 
listed here 
 
 
When all documents 
have been uploaded click 
on make a payment 

 
 
 
 
 
 
 
 
 
 
 
 



Make a payment 
 
 
 
Enter your details 
 
 
 
 
 
 
 
 
Click on next page 
 
 
 
 
 
 
 
 

 

Enter the details of the 
property you are paying 
the licence fee for 
 
 
Enter the application 
reference number  
 
Click yes if you want to 
pay for another licence 
application 
 
Click  next page to 
proceed 

 



Select how many licence 
applications you are 
paying for 
 
If this is the first licence 
select basic licence fee 
 
Only select assisted 
licence if we have told 
you this applies to your 
application 
 
Select this option if the 
manager is a different 
person to the licence 
holder 
 
Click on next page to 
proceed  
 
 
Check that the total fee is 
correct 
 
 
 
 
 
 
Click on process service 
to proceed 

 



 
The amount payable is 
displayed 
 
 
 
 
 
 
 
 
Select pay for your 
transaction to proceed  

 
 
 
 
Enter your payment card 
details 
 
 
 
 
 
 
 
 
 
 
 
Click on next page to 
proceed 

 



 
 
 
 
 
 
 
Entry the card security 
code 
 
 
 
 
 
 
Click on next page to 
proceed 

 
 
 
 
 
 
 
Check the email address 
is correct 
 
 
 
 
 
 
Click on next page to 
proceed 

 



 
 
 
 
 
Click on process now to 
proceed 

 
 
 
 
Your payment has been 
processed 
 
 
You may want to print 
this page for your records 
 
We will check that you 
have paid the correct fee 
 
If you are due a refund, 
or have to pay more, we 
will contact you 

 



 
 
 
A receipt will be emailed 
to you 

 
Click on view my records 
to see the applications 
you have submitted 

 
 
 
 
The status of your 
application is shown here 
 
 
Click view details to see 
more, or to upload 
additional documents 

 



The documents you have 
already uploaded are 
listed 
 
 
 
Upload additional 
documents here 

 
 
 
Click here to update your 
user details 

 
 
 
 
You can update your 
name, address and 
contact numbers 

 
 
 
 
Click here to change your 
password 

 



 
 
 
Update your password 
here 

 
If you forget your 
password click on the 
forgotten password link 

 
Enter the email address 
you registered with 
 
 
 
 
 
Click submit 

 
An email will be sent with 
a link to reset your 
password 

 



 

 

Click on the link in the 
email 

 
Answer the secret 
question that you set 
when you registered 
 
 
 
 
Enter a new password 

 
 
Your password has been 
successfully changed 
 
 
 
 
You can now login  

 


