
Processes of 
PROPERTY MANAGEMENT



Modern property management is constantly evolving into a 
more complicated balance of compliance, legislation, new 
technology, tenant behaviors and problem solving.
To be successful at this, we call on experience and a
healthy dollop of common sense.

The most important things we do are to maintain the
quality of your home and managing it to the highest 
standards whilst maximizing and optimizing the 
performance of your investment.

The following pages, although not exhaustive, provide
an outline of the services which we provide. 

At all times our focus remains on working in your best 
interests with genuine, honest advice on your rental 
property and never forgetting the responsibility you
are entrusting to us when we hold keys to not only
the actual building but your financial security. 

MODERN
PROPERTY MANAGEMENT



DAY TO DAY MANAGEMENT
Day to Day Management and supervision of your property
 under our professional care.

WHAT WE DO:

• Attend to landlord-client correspondence 
and communication

• Attend to daily tenant telephone, email and 
front office enquiries

• Attend to after hours emergency 
maintenance calls 

• Disburse, report on and manage your 
rental monies through our Trust account 
and participate in a minimum of two audits 
of the Trust Account each year

• Key management and security for viewings, 
inspections and tradespeople

• Rent collection and rent control early 
intervention with arrears attended to daily

• Correct and prompt serving of all legislative 
legal forms

• Arrangement of water meter readings 
when required

• Paying and recovery of water consumption 
from tenants

• Coordinating tradespeople’s quotes and 
repairs including arranging access with 
daily follow-up

• Paying of tradespeople’s accounts

• Paying property expenses such as council 
rates, body corp or insurance, on behalf of 
landlord clients

• Reissue statements and invoices
as requested

• Archiving of tenancy and management 
documents for 7 years 

• Serving rent increase notices on tenants 
inline with legislative requirements

• Processing notices to vacate and 
confirmation with tenants

• Management of property compliance 

• Management of smoke alarm compliance 
and project manage upgrades due to
new legislation

• Maintain and implement working 
knowledge of all relevant legislation 
including, but not limited to Property 
Occupations Act 2014, Agents Financial 
Administration Act 2014, Residential 
Tenancies and Rooming Accommodation 
Act 2008 and Fire and Emergency Services 
Domestic Smoke Alarms Amendment
Act 2016



THE LETTING PROCESS
The letting process entails the securing and placement of a
new tenant for your rental property. 

WHAT WE DO:

• Conducting regular rent reviews inline with 
market conditions

• Arranging and taking marketing 
photographs of the property (we 
recommend professional photography as 
the best option to promote your property)

• Your property will be advertised in our 
office window and included on our 
rental list as being available to let, taking 
advantage of the ‘walk past’ traffic our 
office position enjoys

• Placement of a for rent sign on
the property 

• Distributing contact cards to neighbouring 
properties so they know who to contact
 if needed

• Creating a marketing script with the 
property details

• Preparing window cards and office rental 
lists for distribution to walk- ins

• Showing properties via private and open 
inspections with prospective tenants

• Answering tenant enquiries and issuing 
application forms

• Carefully checking tenant rental references 
and confirming employment details

• Collection and checking of tenant 
identification for 100 points of value.

• Checking the application against the tenant 
internet default database.

• Landlord communication for the final 
decision on the applicant

• Tenant liaising and confirmation of a 
successful/unsuccessful application

• Preparation of the new tenant agreement, 
bond lodgement forms ready for tenancy

• Recording water meter reading 

• New tenant induction/interview completed 
to sign, issue and explain fully the main 
tenant obligations, tenancy agreement, 
bond form, property condition report, 
compulsory legal information booklet 17A 
and the photocopy recording and issuing 
of keys.

• Lodging the bond with the Residential 
Tenancies Authority.

INTERNET MARKETING
Your property will be placed on major real estate internet sites 
together with suitable photographs, a walk-through video and a 
marketing script. Offering exceptional value compared to less effective 
(and far more costly) newspaper advertising, your property is exposed 
to the market using:

mcadamturnbull.com.au
rent.com.au 
homes.com.au
realestate.com.au 

homely.com.au
inspectrealestate.com.au 
domain.com.au
realty.com.au



NATIONAL TENANCY
DATABASE CHECK

Checking against millions of default tenant records, this 
check offers excellent value especially if we are alerted 
to tenant listing lodgment, allowing us to avoid a high-
risk tenancy situation and a messy eviction process. 
Two separate databases are checked for
 each applicant. 

THE INGOING INSPECTION – 
ENTRY CONDITION REPORT

A highly detailed Entry Condition Report is prepared 
prior to the commencement of the new tenancy.

A fully detailed description of both the interior and the 
exterior of the property are recorded. This report also 
includes ample photographs of both the interior and 
exterior of the property. 

The length of the report will depend upon the size of 
the property and the extent of wear and tear; however, 
the report covers many pages of comprehensive 
information and is vital to a successful end of tenancy.

THE LEASE RENEWAL PROCESS
The lease renewal process is securing the tenancy into the future.

The benefits to you of a continuing use of a 
fixed term lease is that it avoids a period of 
vacancy, the wear and tear on the property 
that vacates and entries bring and it gives 
you control of the end date of the lease. 
Most importantly, it provides a continuation 
of rental income. If a tenant does terminate 
their lease early (break lease) then they are 
required to ensure no loss of rental income.

Should a fixed-term lease not be renewed 
and the tenancy becomes periodic then your 
rental income security is at risk as the tenant 

has the control of being able to vacate with 
only 14 days written notice. 

Should a default happen on a periodic lease 
your landlord insurance policy either pays
a minimal amount or nothing at all and
some policies won’t provide coverage on
a periodic lease. 

We strongly recommend fixed-term leases as 
new tenancy laws will remove owners rights 
to terminate periodic leases in
certain circumstances.

WHAT WE DO:

• Conduct comparative market analysis to 
ascertain fair market value

• Recommend term of the lease to coincide 
with highest occupancy seasonal times and 
avoid unfavourable periods like
public holidays

• Landlord consultation for lease
renewal suitability before a lease renewal
is approved

• Tenant approached for their intention to 
renew lease, and negotiation of terms and 
increased rent

• Lease renewal initialled and signed
with tenant

• Copy of lease renewal is issued to the 
tenant and sent to landlord

• Update Bond if applicable (in case of 
rent increase) and lodge with Residential 
Tenancies Authority



THE VACATE EXIT
INSPECTION PROCESS
The vacate exit inspection is conducted as soon as practically possible 
after the tenant vacates the property and returns the tenant keys to the 
office.

WHAT WE DO:

• All items from the Entry Condition Report are check off

• Any tenant neglect, damage & cleanliness issues are noted
in writing (allowing wear & tear on the property)

• The tenants directed to amend any items that are unsatisfactory when 
compared to the original Entry Condition Report within 24-48 hours or 
professional contractors are engaged

• Return to the property to reinspect any items unsatisfactory to ensure 
proper rectification

• Read water meter & calculate usage to vacate date
if applicable

• Continual liaison & negotiation with the tenant until Bond Claim/Refund 
completed

• Refund or claim bond with Residential Tenancies Authority

• Attend to any routine repairs or maintenance identified
with property vacant

THE ROUTINE
INSPECTION PROCESS

The routine inspection is conducted approximately 
every 17 weeks. This allows us to monitor the tenant 
performance and general wear and tear condition 
of the property, keeping the condition as well 
maintained as possible and keeping your asset
value maximised.

WHAT WE DO:

• Issue the tenant with the required legislative written 
notice of inspection.

• A room-by-room written report including photos, 
detailing tenant performance, repairs, concerns and 
recommendations for improvement to the condition 
of the premises.

• Tenant feedback on performance.

•   Tenant follow up of unsatisfactory items identified 
with a further inspection if required.

• Issuing of original written report to the landlord
within 48 hours.

• Saving report to archives for future reference.



YEARLY FINANCIAL
STATEMENT
Annually you will be issued with a summary of income and 
expenses in relation to your investment property in any given 
fiscal year. Your accountant is likely to charge much more to 
prepare an equivalent summary for you. Our annual summary 
statement offers excellent value, saving you considerable 
accountancy expenses.

DISPUTE RESOLUTION AND
QCAT (COURT) PROCESS
We will represent you at the Queensland Civil and 
Administrative Tribunal. We will always seek your permission 
and instructions before appearing on your behalf.

This process involves preparation, attending any tribunal 
hearings as directed by the Queensland Civil and 
Administrative Tribunal after exhausting all other options, 
including dispute resolution with Residential Tenancies 
Authority first if applicable.

OUTSIDE OF NORMAL DUTIES
From time to time, we can be available for circumstances that
occur outside of normal duties, or normal business hours.

These could be:

• The Insurance Claims Process we provide services where we can and on your behalf 
prepare insurance claim forms covering issues such as property damage and rent 
default. This is of course depending on the type of claim and the type of insurance 
cover you have for your property and whether the insurance company will allow us to 
act as your representative on the claim. Completing paperwork is cumbersome and 
tedious, and we can take care of this work and effort, so you don’t need to stress.

• Meeting insurance assessors, Ergon Energy or real estate
valuers at properties.

• Meeting landlords at properties outside normal business hours
(ie- to conduct a property inspection etc)

REFURBISHMENT SERVICE
Available to oversee a large renovation of a property – project in excess of $7,000: 
involving arranging a number of quotes, managing the project by overseeing a number 
of different tradespeople and checking on work completion etc (as opposed to normal 
repairs and maintenance items).



(07) 4639 2222

186 Margaret St,
Toowoomba Q 4350

admin@mcadamturnbull.com.au

sales@mcadamturnbull.com.au

mcadamturnbull.com.au




