Property Management

Fees
Management Fee
We offer a range of fee structures and discounts, depending on the properties age,
how many properties and location just to name a few.
Simply give us a call to find out our offer
Property Marketing

FREE
(realestate.com.au, domain.com.au, wardrealestate.com.au etc.)
Complimentary in management fee

Letting Fee

One weeks rent + GST

Other Fees
Tribunal Application Fee
Tribunal Attendance

Inclusive Fees
Administration Fee
Title Search
Lease Preparation/Renewal
Arranging Repairs & Maintenance
Routine Inspections
TICA Database Searches
Water Consumption Calculations
Rent Reviews
Account Processing
End of Financial Year Statement
(Statements are provided as a PDF)

( fee for each new tenancy )

At cost at time of application
$80 per hour attendance
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Property Management
We are a small boutique independently-owned and family run business. We have built a
reputation for attention to detail, highly efficient service and outstanding results.
As our business is based around people, we have strong values and work ethics around
our customer service levels.
Who we are
We are Australian owned
We are a family owned and operated
We are a local Real Estate Agency
We have a physical office space were our clients can physically meet with us
Our staff are all locals
We use local trades that we know and trust
We are on the Northside of Brisbane in Warner
We buy from local companies as much as possible
What we do not do
We do not outsource the management of your home
We absolutely do not use overseas staff in managing your property
We are not a factory / call centre type of operation
We strive to take the stress out of real estate as much as possible.
This can only be achieved with experience combined with strong sense of customer
service. A large part of our sales & property management business is generated from
repeat and referral clients

Great Communication
Welcome to a company that recognises you need more than just the weekly rent; that service is
more than just a smile; and that maximising your income is more important than ever.

As experienced agents, owning and operating our own business gives us the freedom to
communicate and connect to people the way we think it should be done. Whether you are a
seller, buyer, tenant, or landlord real estate transactions can be very stressful. Our approach is
simple, it is all about communication, customer service, compassion and above all respect. This
is how we believe real estate should be done - differently.
All our conversations start with us asking the question; how can we help you?
Our focus is always on great communication; the property management system we have chosen
allows us to not only take care of the everyday things, it also allows us to maximise our time so
that we can effectively manage your investment property the way it should be done.
Property management systems
Property Presentation Checklists
Tenant selection
Inspections
Accounts & Statements
Rent arrears
Rental increases
Phone Calls
SMS
Legal proceedings

Management Fee Structure
Advertising
Tenancy agreement preparation
Maintenance
Insurance
Property vacancy
Long term Planning
Emails
Newsletters
Anti-discrimination

Our Software
A commitment to adopting the latest technology
to the benefit of our clients
Our Software
As property managers, there is no shortage of unforeseen issues that can make our
working day a long and exhausting one. That’s why we choose great software to help us
manage your property. Our property management software enables us to better manage
your home for you, but also screen and select a quality tenant faster.
Eagle Software - From the tenants first enquiry to application processing
Propertyme - Used to manage rent and day to day communications
Inspection Express - Used for Routine and Entry & Exit inspection
Paperless Office - is the leader in innovative property management software.

Propertyme - Owner Portal
The owner’s portal allows you as a landlord to login and access information about your
property whenever you want. Aside from the ease-of-use for both parties, it helps us
stand above the competition as an organised manager who can offer constant
transparency to their landlords. Some of the things you can access through the owners
portal include:
The current financial status of all your properties
All historical statements and copies of attached bills
All general scanned documents attached to the owners folio
Photos and details for the property and tenancy
Financial activity graph
Activity summaries for jobs and inspections

We are passionate about changing the way we work, by using
technology to be more efficient in our business processes.

Advertising
We shoot high quality photos of your investment property and combine that with the 2
best advertising products available on realestate.com.au and domain.com.au.
Great photos and bigger adverts that start at the top of your suburb. This means we have
more potential tenants view your property in the first week. In most cases it means that
we see a larger pool of tenants faster than most agencies, which means more choice to
choose a better tenant.
The cost of these are $129 and $38.50 respectively and usually around $30 for
professional digital photo development. In total nearly $200 of free marketing. We do not
charge you for this it is a free service to all our landlords. We do this every time we need
to find you a new tenant.
Why do we do this?
1. More applications
2. Better choice of tenant (Bigger Pool)
3. We rent your home out faster
4. You start earning money faster
5. So do we for managing your investment
6. And we spend less time finding you the right tenant (Simple a time and motion study)
Smarter not harder

WEBSITES

Photography

We shoot high quality photos that increase views online by up to 60%.

FINDING GREAT TENANTS
Enquiry management
Autoreply to portal enquiries, alerts prospects of new listings and call back CRM to work
every rental lead.
Viewings management
Full inspection booking functionality from pre-registrations with SMS/email automation of
change and cancellations through to advanced owner reports, ideal week, run wizard,
entry notices.
Applications
Applying is easier on Snug so with quality applications upfront you'll save time with less
chase. Plus bulk actions and share owner summary details help you lease faster.
Tenant screening
Our Tica searches, check to see if the applicant has been registered on the National
Tenancy Database for any past issues with regards to renting.
Lease offer
Close faster with template emails with congratulations, holding deposit / rent / bond
payment instructions, renters checklist and lease documents.
Utility integration
Send utility leads with one click. Seamless integration with Utility Connection Services.
Simply better service for you tenants.

Selecting your New Tenants
Tenant Selection

Tenant Qualification
We are very hard to please when it comes to selecting tenants. Our prospective tenants
are qualified as suitable by the following
100-points identification system
Checking employment
Checking that they meet the affordability requirement
Real estate references and
Personal references are checked
And finally checking TICA, a tenant default database specialising in tenant default
records. This database contains information on tenants that have defaulted on their rent
or who have breached a term of their tenancy agreement.
Owners Choice
Once a tenant or tenants have passed our qualification process we will forward you a
summary of the applicant or applicants for you to review and make the final decision
Signing of the Tenancy Agreement
Suitable tenants are required to enter into a binding fixed term Residential Tenancy
Agreement. Once we have approved an application for tenancy, we ask the prospective
tenant to pay a holding deposit (equivalent to two weeks rent) to secure the tenancy.
We prepare the Tenancy Agreement and all supporting documents such as; a detailed
Entry Condition Report and Bond Lodgement Forms to send to tenants for signatures.

LEASED

You can check out more lease properties on our website

www.wardrealestate.com.au/leased-properties

We’re committed to maximising the return on
your investment, minimising vacancies and
providing accurate rental appraisals and
ongoing rental reviews.
We source the very best fully reference-checked tenants and work hard to forge
close ties with them to ensure they treat your property with the respect it deserves.
You can expect regular feedback and reporting from us as well as targeted, costeffective marketing of your property through a selection of mediums such as web,
print and signage.

Property Vacancy
Our office understands that many investors rely on the weekly rent to meet mortgage
commitments and every endeavour is taken to minimise vacancy periods. Why do
properties remain vacant?
The rent is too high
High vacancy rate
Poor presentation
Accessibility to local facilities and transport
Every endeavour is made to locate a quality tenant to suit your investment property and
we will keep you updated on a weekly basis on our progress with obtaining a tenant.

START OF TENANCY
The Bond
A rental bond is a security deposit a tenant pays at the start of a tenancy. The tenants
pay the bond (equivalent to four weeks rent) prior to signing the Tenancy Agreement. It is
held by the RTA and is paid back to the tenant at the end of the tenancy provided no
money is owed to the property manager/owner for rent, damages or other costs. All
bonds must be lodged with the RTA within 10 days using a bond lodgement form.
The Keys
All keys and remotes (if applicable) will be photocopied and signed prior to handing them
over to the tenant. This eliminates disputes over non-returned keys at the end of the
tenancy.
Entry Condition Report
(Form 1a) records the condition of the property at the start of the tenancy. It is important
to fill it out properly to avoid future problems. The tenants must each complete and sign
the report. The tenant can disagree with what we have written by including their own
comments and photos.
Attaching photographs are the best way to support what has been written on the form.
The report may become important if we need to make a claim on the bond at the end of
the tenancy, or if there is a dispute over the condition of the property.

mANAGING YOUR INVESTMENT
Rental Arrears
Rental Arrears are monitored on a daily basis.
We have standard rental arrears letters and procedures in place, should a tenant fall
behind in their rent. Our primary focus is to ensure that our office mitigates any loss of
income to the property owner. In accordance with the law, our office will also issue the
appropriate notices.
Rental Increases
As part of our service to our property investors we realise the importance of rental
returns and we are constantly monitoring the current market rent on your behalf. Three
months prior to renewal, we will contact you, to advise whether a rental increase is
advisable, after consideration & analysis of the market conditions.
Lease Renewals
Our system allows us to ensure that lease renewals are carried out and agreed upon two
months prior to the expiry of the existing lease. We carry this out two months before the
expiry as it allows you to give your tenants the correct notice should you wish for them to
vacate the property at the end of their lease agreement or increase the rent.
Once the Residential Tenancy Agreement expires and neither landlord nor tenant have
given the appropriate prior notice to terminate the agreement, then it automatically
becomes a continuing agreement under the same terms and conditions of the original
lease, this is referred to as a periodic lease. For you as a landlord however a tenant can
vacate with 2 weeks notice.
Privacy Act Compliance - Privacy Act 1988
It is important to note that once appointed as your agent we are required to collect
personal information to perform our obligation under the Management Agreement. We
may also use this information collected to promote the services of the agent and/or to
seek potential clients.
Anti Discrimination Laws
As an agent, we will only disclose information in this way to other parties as
required to perform our duties under our Management Agreement, to achieve the
purposes specified above, or as otherwise allowed under the Privacy Act 1988.

RENT AND BILLS

Accounts
Because many of our Investors require a totally “worry free package”, we can pay all
accounts that relate to your investment property – rates, body corporate fees, landlord
protection insurance, electricity accounts and any others that may arise.
(NB: Should you require our office to pay these accounts you may be required to contact
the organisation to “authorise” the accounts to be sent to our office).
Rent Disbursement's
Our office utilises the latest in computer software so that we can offer you a greater
number of options and speedier service in accounting monies to you. We can work with
you to ensure that you get your money quicker each month.
Monthly Statements
You will promptly receive a fully computerised statement of your account at the beginning
of each month. It is important that you carefully read the statement each month to ensure
that all of the information is correct.
End of Financial Year
We will also submit to you a fully computerised statement at the end of each financial
year summarising all income and expenditure relating to the property.
Should you require any detailed information on basic taxation issues please contact our
office to discuss further. All taxation advice should be confirmed with your Accountant.

Inspections
Inspection express is the #1 tool used by leading Property Managers across Australia
providing tailored, comprehensive property reports. With access to all your property
listings in one place, easy to use inspection software, automatic condition reporting and
integration with our property management software providing a seamless approach to
property management.

Routine Inspections
Our Property Management team regularly inspects properties on behalf of the investor.
After each inspection - you will receive a full written report on the property’s condition.
During these inspections, we will conduct a maintenance inspection as well as a
general check of the internal and external condition. Should any major maintenance be
required, you will be notified immediately. If our office does advise that there is
maintenance pending, it is important that this is rectified as soon as possible to protect
your investment.

maintenance
Repairs & Maintenance
As per the Residential Tenancy Agreement tenants are required to report any matter
that requires maintenance. These matters and any other issues that are noticed during
routine inspections of the property are relayed to the landlord for further instructions.
We only engage tradespeople who meet our office’s high standard. They must be
licensed and they must have public liability insurance cover to protect you and your
investment.
All maintenance work carried out on your property is guaranteed. If at any time we are
not satisfied with the quality of the workmanship we will instruct the tradesperson to
rectify the problem immediately.
A lack of maintenance on the property not only hinders capital growth of the investment,
but also could lead to an injury claim. By law, a tenant has the right to arrange
emergency repairs to the value of two weeks’ rent if the agent or owner has not acted
within a reasonable time.

Emergency Repairs - Section 214
Emergency repairs are for:
a burst water service or a serious water service leak
a blocked or broken toilet
a serious roof leak
a gas leak
a dangerous electrical fault
flooding or serious flood damage
a serious storm, fire or impact damage
a failure or breakdown of the gas, electricity or water supply to the property
a failure or breakdown of an essential service
a failure or breakdown of an hot water, cooking or heating appliance
a fault or damage that makes the property unsafe or insecure
a fault or damage likely to injure a person, damage the property
a fault or damage likely to unduly inconvenience a tenant

Other charges
Water Usage
Tenants are responsible for the water usage charges of your Unity Water account
providing that your property meets the water efficiency requirements.
If you are unsure if your property meets the water efficiency requirements, we can provide
details of a plumber who will be able to check your property. If your property is not water
efficient and you would like to make it, the plumber is able to carry out changes to ensure
that your property meets the water efficiency requirements.
If this is during a fixed term tenancy - we cannot charge the tenants until the start of a
new fixed term / or lease renewal.
Smoke Alarms
A landlord must ensure that the property is fitted with smoke alarms on all levels of the
home and within reasonable distance from bedrooms and living areas. Smoke alarms are
now compulsory in all properties and landlords are required to replace the batteries to all
alarms at the commencement of each tenancy. Please feel free to ask us for assistance
with smoke alarm maintenance. There is an annual service fee for this service.
Insurance
Our role is to maximise your return and minimise hassles. As part of our service, we
would like to make you aware of an insurance cover that protects your rental income,
property contents and public liability claims. That’s right it pays your rent when your
tenants won’t!
We strongly recommend that you take out Landlord Protection Insurance. For further
information on the terms and conditions of the policy and premiums, please feel free to
contact us.

PETS
Pets
Statistics show that pets are not favoured among home owners with just 10 per cent of
the state’s rental properties allowing pets. However a lack of pet-friendly homes for rent
has sparked calls by leading industry bodies including the REIQ for more property owners
to consider allowing pets.
Tenants are responsible for any damage to the property caused by their pets Owners
cannot charge a pet bond in addition to the bond taken at the start of the tenancy.
Owners can protect themselves by writing specific details about pets in their tenancy
agreement including:
State whether or not pets are approved
The type of pet permitted (fish, large dog, small dog, small cat)
How many pets are allowed
Include specific details about the pet in the Special Terms like if the pet is allowed
indoors or is an outside dog only
If pets are permitted, additional pest control may be specified in the agreement, e.g.
flea treatment.
Whether to allow tenants to have pets in your property, is your choice as the owner. We
do not discourage pets in rentals.
We believe it comes down to smart choices with the type of pets allowed in the property.
We do have our tenants complete a Pet Agreement, which states that the tenant will be
responsible for any damage caused and that they are required to conduct a flea
treatment at the end of the tenancy.

.

ENDING the tenancy
Ending a Tenancy
A tenancy agreement may be ended by either you or the tenant when:
a fixed term agreement has ended
you or the tenant want to end a periodic agreement
there is a serious unremedied breach which relates to:
• unpaid rent
• damage to the property
• illegal use of the property
You or the tenant have broken the agreement in a serious way and in the same way
more than twice in a 1 year period
you or the tenant have not complied with a QCAT order
the tenant has abandoned the property
the property is to be sold as vacant and the tenant is on a periodic agreement
you and the tenant mutually agree in writing
a mortgagee is to take possession of the property
the sole tenant has died, or QCAT issues an order ending the agreement.
When you end an agreement you must use the correct form and comply with the
appropriate notice period.
Ending a fixed term agreement
A tenancy agreement is a legally binding contract that can only end in certain ways:
by mutual agreement
by applying to QCAT for an order terminating the agreement with approved grounds,
such as excessive hardship or repeated breaches by you or the tenant
by you giving the tenant a Notice to leave (Form 12)
by the tenant giving you a Notice of intention to leave (Form 13)

EXIT CONDITION REPORT
Exit Condition Report
(Form 14a) is completed on, or around, handover day when the tenant is ready to move
out. It shows the condition of the property when the tenant leaves. The report should be
filled out by the tenant and given to us. It will be compared to the Entry condition report
(Form 1a) to determine if the property is in the same condition as when the tenant moved
in, apart from fair wear and tear.
We then inspect the property and make our own notes on the exit condition report and
send a completed copy to the tenant at their new address within 3 business days.
If there is disagreement over the report, we talk to the tenant and try to resolve the
dispute together.

meet the TEAM

JOHN W A RD
OWNE R & SALES
CONS U L T ANT

SUE W A R D
OWNE R & SALES
CONS U L T ANT

CASE Y C ONNOLLY
SENI O R PROPERTY
MANA G E R

0427 090 968

0427 073 434

0477 724 617

JEFF M E ARS
SALE S C ONSULTAN T

0478 713 174

ZAC W A R D
SALE S C ONSULTAN T

0417 918 176

VALE R I E KILLEEN
SALE S C ONSULTAN T

0416 072 626

JASO N M RAK
SALE S C ONSULTAN T

0413 577 211

SCOT T F REEMAN
SALE S C ONSULTAN T

0406 968 957

Contact Info
Address Shop 6/353 Samsonvale Rd, Warner QLD 4500
Phone: 07 3881 2007 or Sue on 0427 090 968
Email: sue@wardrealestate.com.au

Website: www.wardrealestate.com.au
Facebook: www.facebook.com/johnandsueward

Thank You
The team at Ward Real Estate would like to thank you for taking the time to getting to
know us. If you would like further information in regards to your investment home,
please do not hesitate to contact us. We are more than happy to help you with any of
your real estate needs.
Regards,
John & Sue Ward
Business Owners

