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How to Use This Blueprint

This guide outlines the systems, tools, and processes that keep your property business
running smoothly. It is designed to be practical, simple, and actionable — perfect for UK
property investors starting or scaling a portfolio.

1. What Is a Digital Back Office (and Why You Need
One)

A “digital back office” is the set of tools, systems, and processes that handle the behind-the-
scenes work in your property business:

© Finance

(©]

Property management

© Documents and compliance
© Team communication

© Marketing and reporting

Without a back office, everything relies on memory, random chats, or scattered files. With
one, you can:

© Quickly see key numbers
© Delegate confidently to VAs and contractors
© Reduce mistakes and risk

© Free up time to source deals and secure finance
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| 2. Core Tech Stack Overview

HMO safety rules are strict, non-compliance can result in fines or uninsurable property.

Business & Productivity

© Google Workspace : Professional email, Drive storage, Calendar

© Task Management : Asana or similar, for maintenance, refurb, content, and marketing
tasks

Property Management

© Coho: manage HMOs, tenants, documents, and rent

© If starting small, a spreadsheet is fine, but plan to upgrade later
Design & Media

© MagicPlan : Create floor plans

@© Canva: Property brochures, social media posts, checklists, templates

© CapCut: Simple video edits for tours and marketing

THE COMPLETE HMO SETUP CHECKLIST 03



Finance

(0]

o

Xero / QuickFile / Wave or your bank account might offer accountancy software- track
income/expenses, reconcile bank accounts, generate reports

Key metrics to monitor: monthly cashflow per property, arrears, voids, maintenance
spend, cash reserves

Web & Online Presence

(0]
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(0)

Domains - lonos, GoDaddy
Website / Landing Pages - Systeme.io, wordpress

Freelancer support - Fiverr, Freelancer.co.uk, Upwork for design, web, and tech tasks.

3. Cyber Security & Data Protection Essentials

Protect tenant and financial data. A basic cyber plan is essential.

Steps to take:

(0)

(0]

(0]

O]

Check emails for breaches at haveibeenpwned.com

Use a password manager and strong passwords

Enable two-factor authentication on key accounts

Implement core NCSC Cyber Aware practices: updates, 2FA, device security, backups
Backup documents to cloud and secondary location (CubeBackup, iDrive, external drive)

GDPR basics: register with ICO if needed, create a privacy notice, review annually

Quick Cyber Checklist:

(0]

(0]

Password manager set up

2FA enabled

Cloud + secondary backup in place
ICO registration checked

Privacy notice drafted
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|4. Systems, SOPs & Documentation

Systems make tools effective. Start with:

© Tenant enquiry handling

© Viewing process

© Onboarding & offboarding tenants
© Maintenance request management

@© Rent arrears procedure

How to document quickly:

© Record your screen with Loom

© Write simple SOPs in Google Docs with: purpose, steps, tools, and responsibilities

@© Store in a shared “Operations” folder for your team
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5. Cleaning, Maintenance & Turnover

Good turnover and maintenance systems reduce stress.
Cleaning & inspections:

© Use checklists covering rooms, common areas, fire alarms, basic safety checks
© Use Turno or similar tools to schedule, share checklists, and track tasks

Caretaker vs Cleaner:

© Cleaner only - focuses on cleaning, cheaper
© Caretaker/cleaner - also handles garden, minor maintenance, check-in/check-out

© Choose based on portfolio size and budget, define roles clearly

6. Team & Virtual Assistants

A back office works best when supported by a team.
Recruitment channels:

© Local roles - Care.com, Indeed

© Remote roles - Facebook groups, Fiverr, Upwork

Example roles:
© Lettings/admin VA - enquiries, referencing, document uploads

© Marketing VA - social posts, Canva designs, video edits

© Finance support - bookkeeping and reconciliations

Start small, delegate one process at a time using your SOPs. It is useful to do the roles
yourself first if you haven't done them before so you get a better understanding of what is
required.
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7. Office Address & Mail Handling

Using your home address isn't ideal. Consider a digital office address:

© Protects privacy and professional image

© Keeps business mail separate

© Can be used for Companies House, HMRC, banking, marketing
Choose a provider:

© Offers scanned mail, not just forwarding

© Clear pricing for scanning, forwarding, storage

© PDFs downloadable for key letters

8. Quick Back Office Setup Checklist

Business & Workspace

© Google Workspace set up or Microsoft 365 (email, Drive, Calendar)

© Folder structure created (Strategy, Finance, Properties, Tenants, Marketing, Ops)
© Task management tool chosen

Property Management

© Coho or spreadsheet ready

© Properties and tenants added

Finance

© Business bank account open

© Accounting tool chosen

© Monthly finance review scheduled




Cyber & Data Protection

© Password manager + 2FA active

© Key accounts checked

© Backups ready

© ICO registration & privacy notice done
Systems & SOPs

@© SOPs for enquiries, viewings, onboarding, maintenance, arrears
© Loom videos recorded

Cleaning & Maintenance

© Checklists ready

© Turnover process documented

© Role decided: cleaner vs caretaker
Team & VAs

© Roles identified and prioritised

© Platforms shortlisted

Office & Mail

© Digital office decision made

@ Provider offers scanned mail
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For detailed step-by-step guidance, templates, and training, the course “Streamlining and
Scaling Your Property Business: Systems, Tech, and Growth Strategies” covers everything.

Use this blueprint as your starting point — then scale your back office efficiently.




