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INTRODUCTION TO PROPERTY MANAGEMENT

Coldwell Banker GC Property Group in Main Beach is looking forward to the opportunity to
provide a professional property management service to local and surrounding landlords.

Our aim is to provide a courteous and reliable service to our landlords giving them peace of mind
that their investment is being looked after in a friendly manner and complies with the Queensland
Residential Tenancy Act’s legislation.

Our Senior Property Manager Victoria Lawrence has worked in the
prestige property management market for over 10 years. In 2003 Victoria
moved to the Gold Coast and has spent the last 6 years specialising in
property management in Main Beach and the surrounding suburbs. Prior
to this Victoria commenced her property management career in the vibrant
Auckland inner city prestige market setting up and running two rent rolls
during her first 4 years.

LISTING YOUR PROPERTY

A Queensland Government PAMD Form 20A Appointment of Agent — Letting and Property
Management is required to be completed by the landlord and signed by both parties in order for
our Agency to commence advertising your property.

Photos will then be taken of the property and, along with a description, will be displayed on
www.realestate.com.au, www.domain.com.au and Coldwell Banker GC Property Group’s website
www.cbmb.com.au. We also have a Rental List available at office at 29 Tedder Avenue 24 hours
a day, 7 days a week.

FINDING A TENANT

All property inspections are handled by appointment at a time that suits both parties. Tenants will
not be allowed to enter a vacant property without being accompanied by our property manager. If
a tenant is interested in renting the property they will need to ‘apply” for the property via written
application. Tenant’s previous living and employment history will be checked along with
checking default tenant database TICA (only applies to Australian and New Zealand tenants).

Once the application has been checked, details and disclosed to the landlord who has the final
approval of the tenant. Once the tenant is verbally approved we endeavour to meet with them
within 24 business hours to sign a 18a General Tenancy Agreement and collect the first two weeks
rent.
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ENTRY CONDITION REPORT

Prior to the tenant moving into the property, a detailed ‘Entry Condition Report™ is completed by
Coldwell Banker GC Property Group. The Entry Condition Report records the, condition of the
property, its fittings/fixtures inside and outside the cleanliness prior to the tenant taking
occupation. Two (2) copies of the ‘Entry Condition Report” (plus inventory are given to the tenant
upon commencement of the tenancy. The tenant must then complete their section of the report,
sign each page, and return one fully completed report to our office within three (3) business days.
This report is used for comparison at the end of the tenancy in order to finalise the release of the
bond.

PROPERTY INSPECTIONS

Routine inspections are conducted by the property manager on a regular basis to ensure that the
tenant is maintaining the property to a satisfactory standard, and within the terms and conditions of
the General Tenancy Agreement. After the inspection has been completed a report will be sent
which will include any maintenance requirements.

LEASE RENEWALS

With a change to the legislation as of 1 July 2009 if a landlord requires their property to be vacated
at the end of a fixed term lease the tenant must now be given 60 days notice to vacate the property
— this is the same timeframe if they are on a periodic (no fixed term) tenancy.

If a tenant wished to terminate their lease at the end of their fixed term they must give the Agent
14 days notice — this is the same timeframe if they are on a periodic (no fixed term) tenancy.

If vacant possession is required at the end of the fixed term our office must be advised at least 65
days prior to the end of the fixed term to ensure the appropriate termination paperwork is sent to
the tenant at least 60 days prior.

If the agreement is to be renewed we will discuss current market conditions and value with the
landlord and, once the new lease terms are negotiated and confirmed by both parties, a new lease
will be sent to the tenants for signing and returning prior to the end of their fixed term.

If we are unable to contact you when the Tenancy Agreement is due for renewal (and we have not
received any prior written instruction) we will proceed with renewing a new lease at the market
value at that time.

If a further fixed term is not negotiated, but it is agreed that the tenant will continue to reside at the
property, the Tenancy Agreement becomes periodic.
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TENANT VACATING

Once a tenant has vacated and returned their keys to our office an Exit Inspection will be
completed within 48 business hours. Once this is completed and if the property is not to the same
condition i¢; clean, carpets cleaned, gardens in good condition (if tenants responsibility), damages
not considered reasonable wear and tear, licensed contractors will be engaged to rectify the issues
and the costs will be deducted from the tenants bond.

The bond will not be finalised and returned to the tenant until all issues have been resolved and the
landlord has been notified of the final condition of their property.

Any contractor invoices relating to the bond will be paid by the owner in the first instance. The

owner’s account will then be reimbursed as soon as RTA Bonds refund the money into our Trust
Account.

MAINTAINING YOUR PROPERTY

It is important to mention that as a property ages and tenants changeover, owners must expect and
allow for “general wear and tear” on the property which is why attending to property maintenance
is important to sustain and increase the value of your investment.

The major benefits for maintaining your property are:

» To maintain an attractive appearance, which will make the property appealing to current
and future tenants

* To avoid tenant dissatisfaction. If maintenance issues are attended to in a timely manner
as they arise, tenants are more likely to be happy and co-operative, whereas disgruntled
tenants are more likely to default on rent or attempt to break the Tenancy Agreement.

=  To reduce the length of vacancy periods. A property which is a little run down with
obvious wear-and-tear is not appealing to prospective tenants and could attract a lower
quality tenant, in addition to resulting in lengthy vacancies

= To assist in rental increases and capital gains for lessors. Small cosmetic changes and
touch-ups such as a new coat of paint, new carpet or air-conditioning can usually justify a
higher rental price. Small improvements will also increase the capital value of your
property and are tax deductible.

RENTAL ARREARS

Tenants are to pay their rent at least one week in advance under the RTA. If they fail to pay their
rent on the 8" day they are served a Form 11 Notice to Remedy Breach. By law, this notice
cannot be issued until the tenant is at least seven (7) days in arrears. The notice must then allow
the tenant seven (7) days to remedy the breach.

If the tenant has not remedied their rental arrears at the expiration of the Form 11 Notice to
Remedy Breach, they are served a Form 12 Notice to Leave the day after expiry. They are again
permitted seven (7) days to remedy their rent arrears and continue residing at the premises or they
can choose to vacate. If a tenant does not remedy the arrears or vacate the premises on expiration
of the Form 12 Notice to Leave, a hearing must be lodged with the Small Claims Tribunal for
vacant possession of the premises and rent arrears paid to the date of vacant possession.

Shop 1, 29 Tedder Avenue, PO Box 920, Main Beach QId 42417
Phone: (07) 5528 3088 Fax: (07) 5528 4288 Email: rentals@cbmb.com.au Web: www.cbmb.com.au



BANKER O

GC PROPERTY GROUP

LOCKS AND KEYS

By law, all approved tenants on the Tenancy Agreement must be supplied with a key for each lock
that secures entry to the premises. nder the Tenancy Act, Lessors must supply tenants with
“reasonable security”. If the tenant or lessor wish to change the locks at any time during the
tenancy, both partics must agree to this and neither party can unreasonably deny such a request.

LANDLORD PROTECTION INSURANCE

In addition to the normal Insurance Policies you are required to obtain as a property owner, we
strongly recommend that you take out Landlord’s Insurance prior to a tenancy commencing.
Although we have strict guidelines for finding tenants, unforeseen circumstances such as a tenant’s
loss of job or marriage break-up can leave lessors with unnecessary heartache. The benefits of
Landlord’s Insurance policies may vary between insurance companies but premiums are
reasonable and it will provide you with peace of mind.

IMPORTANT most Landlord Protection Insurance specialists will not insure properties unless
they are managed by a licensed REIQ Real Estate Agent.

Two prominent suppliers of Landlord Protection Insurance Policies are Terri Scheer and AON and
brochures are included in this pack. Please contact these suppliers direct for further information
on their policies (due fo recent changes in legislation Agents are no longer allowed to take-out
policies on behalf of landlords.)

Terri Scheer Queensland: Phone 3362 4689

Aon Personal Insurance: Phone 1800 105 900
SAFETY SWITCHES

What is a Safety Switch?

Safety switches are an insurance against electric shock. They are designed to prevent injury or
death. They monitor the flow of electricity through a circuit. They automatically shut off the
electricity supply when current is detected leaking from faulty switches, wiring or electrical
appliances. This stops the chance of current flowing to earth, and ¢lectrocuting a person. Only a
licensed electrical contactor can install a safety switch.

What is the legislation regarding Safety Switch installation?

The law states that all homes must have safety switches installed on power circuits. They are not
an optional extra! All new homes built must have a safety switch installed on both power and
lighting circuits. The law also states that if someone buys a property without a safety switch, the
new owner must install a safety switch for the power circuits within three (3) months of the
property transfer.

Are safety switches failsafe?

Nothing is failsafe. Safety switches should be checked on a regular basis. Just like a smoke
detector or other safety device, if it is not working properly, it cannot protect. It is also important
to make sure ¢lectrical appliances, electrical wiring, extension leads and other electrical equipment
are regularly checked and kept in good working order
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SMOKE ALARMS

From 1* July 2007, all Lessors are required to install and maintain smoke alarms in rental
properties. The minimum legal requirement is a nine (9) volt battery-operated smoke alarm.

How many smoke alarms have to be installed?
As a legal minimum requirement, a smoke alarm must be installed on or near the ceiling on any
storey:

= Between any area containing bedrooms and the rest of the house or unit eg hallways

= On a storey not containing bedrooms and on or near all exits or likely evacuation points
Queensland Fire & Rescue Service recommends that you consider installing additional alarms.

FEE STRUCTURE AND PAYMENT

Landlord payments are made bi-monthly to the landlord’s nominated bank account. A statement
will be sent via email both mid and end of month with a hard copy and associated invoices posted
once a month at the end of each month.

FEE STRUCTURE:

*  Management Fee — 6.99% plus gst on rent collected*

= Letting Fee - Equivalent to one (1) weeks rent plus gst

*  Administration Fee - $6 plus gst per month

= Advertising — at cost should an owner request publishing in local papers

* Lodgement of Small Claims and/or Insurance Claims - At cost

* Attending Small Claims Tribunal - $55/hour (claimable with some landlord protection
policies)

There is NO CHARGE for the following services:

= Photos

*  Website advertising

*  Entry & Exit Condition Reports

= Routine Inspections

* Arrangement of Repairs & Maintenance & Payment of Invoices
= Additional Mid-Month Payment

* Annual ‘End of Financial Year® Statement

»  Travel & Out-of-Pocket Expenses
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