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Welcome to Landlord Aid and we would like to take this opportunity to thank you for 
considering Landlord Aid to manage your Investment Property. Our main focus is to  
provide our valued Landlords with exceptional service.

ABOUT US

One dedicated property manager
Detailed inspection reports and colour photos
Low properties to property manager ratio
We service all of Adelaide, so you save on fee’s by rolling all your properties 
over to Landlord Aid
Regular training for our staff through the Real Estate Institute of South Australia
Regular communication
All messages and emails will be returned daily
We use the latest technology
We treat everyone with respect and we are here to listen

Why our service is above our competition:



ADVERTISING

The most important part of adverting your property is to list your property at the right  
rental amount. Our staff study the market regularly, so we can rent your property at the 
highest possible rental return. The most common mistake that happens is when property  
managers appraise properties above what the property is worth so they win your business. 

The first 2 weeks of advertising is the  
peak time to secure a tenant. So if the rent is 
set to high from the beginning you are going  
to lose high quality tenants and you will  
find you will end up having to reduce the  
rent anyway.

How we advertise your property:

When advertising your property, take professional photos of your property using SLR  
cameras and we also upload a virtual walk through, this helps with applicants that are  
moving from overseas or interstate to have a good look at your property before applying.  
If owners can supply us with a floor plan that would be very much appreciated.  

Advertising cost - $220.00 (inc GST) (tax deductible) 

Realestate.com.au
We use a better quality advert. Most agent only use a feature or standard advertisement, not us! 
We provide our clients with a Highlight advertisement. What is the difference? Feature adverts 
stand out more as they are larger, more dominant, bigger photos and stay at the top of the 
listings for 30 days.

Realestateview.com.au

Domain.com.au

Facebook

LinkedIn

Newspapers (additional costs apply) 
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Finding the right tenant is the most important part of managing your property.

We ask for 100 points of ID, so we can verify that the person applying is in fact 
that person
We ask all applicants to provide proof of income (2 most recent payslips or 
Centrelink statement)
Check applicants on TICA. TICA is a tenancy data base which allows real 
estate agents to list bad tenants who have breach their lease agreement e.g. 
haven’t paid rent, water, damaged property, abandoned a property etc. TICA 
is Australia and New Zealand wide and keep bad tenants listed for 3 years.  
This is the best tool out there to check applicants past.
Contact employers to verify details and to see how the applicant acts at work
Contact current and previous real estate agents and/or Private Landlord.
Check personal references
We also check applicants on social media (Facebook)
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TENANT SCREENING

Pays rent on time
Pays water accounts on time
Keeps the property clean and tidy
Maintains gardens
Reports maintenance when they notice any

How we screen applicants?

Key features we are looking for from a tenant?
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LEASE PREPARATION

What do we do for the letting fee of 2.2 weeks rent
inc gst (tax deductible)?

Conduct a detailed inspection, detailing every mark, dent, scratch and everything else that we 
come across. This covers you and us in the event that a tenant damages something and tries to 
say “it was like that when I moved in”.
We take date stamped photos of everything from water meters, walls, floors to inside cupboards, 
appliances etc. We average between 150 – 500 photos depending on the size of your home.
Prepare the residential tenancy agreement.
Sit down with the new tenants and go through the lease with them and have them initial every 
page and sign.
Photocopy the tenants set of keys so we know what keys need to come back
Supply tenants with manuals for all appliances in the property (this is a new addition to the 
legislation)
Provide tenants with payment options (Direct transfer, Centrepay, Money order and Cheque)
Bond is collected and sent to the Tenancies branch ($0 - $250 = 4 weeks & $251 and over =  
6 weeks)
2 weeks rent is also collected at sign up
No keys are ever handed to a tenant before full bond and first 2 weeks rent is paid.

www.landlordaid.com.au



When we conduct an inspection we are not only checking on the tenant but we are also looking 
maintenance issues to report to you. We will also receive emails and phone calls from tenants 
regarding maintenance.

The steps we take when we notice maintenance or maintenance has been reported?

            Contact you
              If we can’t get hold of you we will email you to advise you of the maintenance issue and 

that  we have approved a tradesman to attend. Please note this step is only if it is urgent 
e.g. no hot water, water leaking, no power etc.
Once tradesman have been to the property we will advise you of the outcome.

We also keep you informed of anything that may need upgrading to keep your property to the  
highest standards. 

The best time to do major work is between tenants.

Did you know that the tenancy tribunal says that a rental property should be painted every  
5 – 7 years and carpets should be replaced every 5 – 7 years?

When work has been arranged by us, we will put a hold on rental funds to make sure there is  
enough funds in your account to pay invoices.

MAINTENANCE
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Inspection are carried out every 3 months and owners are more than welcome to come along.  
All inspections are completed using an iPad/iPhone and you will receive a detailed report along with 
colour photos.

Each inspection takes about 15 – 20 minutes to complete.

Landlord need to understand that by law we can’t tell tenants how to live, so if tenants have lots of 
belongings or clothes are on the floor we can’t tell the tenant to remove their belongings or pick 
up their clothes. The main reason for the inspection is to check for maintenance and to make sure 
tenants aren’t damaging anything.

If we inspect a property and we come across any issues relating to the way the property is  
maintained, we will advise the tenant what the issues are and give them 1 – 2 weeks to rectify the 
issue.

INSPECTIONS
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On a re-inspection if the issues haven’t been 
rectified then we will contact you and ask 
for your instruction e.g. check at the next 
inspection or take the matter further to the 
tribunal.

Once an inspection has been done your  
property manager will be in contact with you  
to run through the inspection and email you 
a copy of the inspection report with photos of  
any maintenance that was discovered. This 
is done within 48 hours after the inspection  
has been done.
Inspection Fee: $55 (inc gst) Tax Deductible



COMMUNICATION

Communication the most important part of our business. We will make contact with you at  
least once a month to give you an update on your property, it may just be as simple as  
to say you property is fine or if there is any issues with your property.

When you become a Landlord with Landlord Aid, we will ask that you have an email address  
as we insist that communication is always sent via email, even after we have spoken on the 
phone we will send you a quick email to cover our discussion. This covers us as agents and you as  
landlords.

We make sure all messages and emails are returned daily but on occasions it maybe the  
following business day.

COLLECTION OF RENT

Direct transfer to our trust account

Centrepay, this is a great option for tenants that receive Centrelink payments. Tenants fill out 
a centrepay form and once processed by Centrelink, Centrelink will pay the tenants rent to us 
before the tenant even gets their payments. Please note that tenant can cancel this payment or 
change the amount paid to us at any time, but we receive a daily report from Centrelink with any 
changes that have been made, this give a head start to chase this up. Centrelink also charges 
owners 99c for this service, there is no way around this charge and we can’t pass this charge 
onto the tenant

Money order

Cheque
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We have a number of ways to collect rent or for tenants to pay rent.



ARREARS

Process we follow:

Please note: These are the same steps if water and other invoices aren’t paid apart from the  
form 2 expiry is 14 days not 7. 

1. 1 – 2 days arrears, email sent
2. 3 – 6 days arrears email sent and phone calls start
3. 7 days, we send a formal letter
4. 8 – 14 days arrears, email sent and another phone call
5. 15 Days arrears is when we can legally take action, we send a form 2 notice, please

not that a form 2 notice is a termination notice so legally the tenant can vacate on
this notice, but we can still make a claim for what  the landlord is out of pocket

6. Form 2 expiries in 7 days
7. After the form 2 expiries and the arrears are still not paid, we apply to SACAT for

vacant possession. (Application fee charged to owner & currently can’t be claimed
back from the tenant)
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We have a zero tolerance to rent arrears!

We have heard all the excuses under the sun from tenants to why they can’t pay their rent and  
in some cases we do understand, but as we have a zero tolerance to arrears we still follow  
our process.



INSURANCE
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We can’t give you insurance advice, but it is always a good idea to have building insurance,  
public liability and Landlord protection. We do everything in our power to prevent things  
from going wrong but in some cases it is out of our control.

If you don’t have any ideas about insurance companies we are more than happy to give  
you a few names, so you can do your research and decide.

In the residential tenancies act it states that we can ask tenants to reimburse the landlord  
for the water charges noted on the tenant lease agreement. This means that all landlords  
have to pay the water account in full and then past the account onto us to charge the tenant.

You can’t charge tenants for the whole account only the usage, supply charge or both.

We can’t go back more than 3 months to charge water to a tenant, so please send it to us  
ASAP, to make it easier you can have SA Water send the water account direct to us and then  
we can pay the account out of the rental funds and invoice the tenant straight away.

WATER INVOICES
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LEASE EXTENSIONS

We study the market so we can advise you to increase the rent or if the current rent is even  
with the market.
We advise you of our recommendations
We await your instructions, we do give you a due date to let us know by
If no instructions are given we go ahead with our recommendations
We prepare the new lease with any rent increases or other conditions
When the lease comes back signed we will advise you.
If the lease doesn’t come back by the due date we contact the tenant or go to the property  
to have a talk with them
If a tenant doesn’t want to renew, we will ask why and then advise you, it maybe because of the 
rent going up so instead of losing a good tenant, you keep the rent where it was. 
If the tenant just doesn’t want to renew we will advise you and seek your instructions.  
You may wish to advertise for a new tenant or maybe you want to sell or renovate.

www.landlordaid.com.au

When a lease is due to expire, we will contact you either by phone, post or email to discuss  
the new agreement.

We will normally contact you 3 months before a lease to due to expire this will give you  
plenty of time to think hard about what you want to do, but please remember the tenant  
needs a minimum 28 days to have the signed agreement back to us, or we need to give them a 
minimum 28 days to advise them that their lease is not going to be extended. We would  
ask that your instructions are back to us within a month so we can send the lease off to the  
tenant 2 months before it is due to expire.

What we do for the lease renewal fee 1.1% inc gst. (tax deductible)



LANDLORD PAYMENTS

Page 15

Our office pa ys La ndlords on  th e la st bu siness da y of  the  
month.

We ask Landlords to provide bank account details so we  
can transfer funds direct to your account. If you do not  
wish to provide bank account details to us we can post  
a cheque to you.

Once payments have been completed we will email  
your statement to you so you know what payments  
have been received, where rent is paid to and what  
amounts have been deducted for invoices. 

We will also send you a copy of any invoices that we pay.

CHANGING DETAILS

At Landlord Aid we take privacy and security very serious.
If a Landlord needs to change their address or bank account details we will need a form completed 
and signed to make sure the person is in fact the Landlord.
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PRIVACY ACT 1988 - COLLECTION NOTICE

www.landlordaid.com.au

The Agent uses personal information collected from the client/s to act as the client/s agent and  
to perform their obligations under this agreement. The Agency may also use such information 
collected to promote the services of the Agent and/or seek potential clients.

The Agency may disclose information to other parties including media organizations, on the  
Internet, to potential customers, or to clients of the Agent both existing and potential, as well  
as trades people, body corporate, government and statutory bodies, and to third parties as  
required by law.

The Agent will only disclose information in this way to other parties as required to perform  
their duties under this agreement, to achieve the purposes specified above or as otherwise allowed 
under the Privacy Act 1988.

If the client/s would like to access this information, they can do so by contacting the Agent at  
the address and contact numbers contained in this agreement. The client/s can also correct this 
information if it is inaccurate, incomplete out-of-date.

Real Estate and tax law requires some of this information to be collected. If the information  
is not provided, the Agency may not be able to act effectively on the client/s behalf or at all.

Once a Landlord has signed a management agreement, we will have the Landlord fill out a  
security form. On this form we will ask Landlords to provide us with their Date of birth and  
a password, so we can verify that the person on the phone is in fact the Landlord.



PROPERTY MANAGEMENT FEES

The fees outlined below are all fees and we do not have any hidden fees.

Letting Fee of 2 weeks rent + gst. for the following (tax deductible):

Show applicants through the property
Screen applicants on tenancy data bases
Contact references
100 point ID check
Verify employment
Verify Centrelink payments
Speak to Landlord about applicants
Prepare lease documents
Prepare bond lodgement forms
Conduct ingoing inspection report and take ingoing photos (extra $110 inc gst)
Thorough sign up interview and detailed discussion with approved tenants 
Collect 2 weeks rent and bond
Lodge bond paperwork with the residential tenancy branch

Page 17

Lease Renewal Fee of 1 weeks rent + gst. for the following (tax deductible)

Check current market to make sure your property is up with the market
Send letter or email to landlord/s with recommendations
Prepare new lease
Update new lease details to our system
Follow up leases that don’t come back
Send landlord/s letter advising that lease has been renewed.



PROPERTY MANAGEMENT FEES CONT’D

Management Fees:

Our standard management fee of 8% + gst (tax deductible) is charged on all monies collected. 
If a Landlord/s has multiple properties we are happy to negotiate our fees. The management  
fee is for the following:

Sundry Charges:
Admin/Statement fee of $5.00 + GST (tax deductible). This covers postage, telephone calls, 
photocopying, faxes etc. For Overseas Landlords, the fee is charged $15.00 + GST (tax 
deductible). 
Routine Inspection Fee of $50 + GST (tax deductible)
Should a Tribunal Hearing be necessary, a charge of $100.00 + GST (tax deductible) per hearing 
is applicable.
If we make an insurance claim on your behalf, a charge of $150 + GST per claim.
Furniture Inventory, a charge of $100 + GST per report
Advertising costs $200.00 + GST (tax deductible), If Landlord wants an advertisement is print 
media they will be charged accordingly.
Ingoing/Outgoing Inspection $100 + GST (Tax deductible)
Technology fee of $15 + GST (tax deductible) Optional
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Collection of rent monies and receipting process
Collection of water usage and or supply charged to tenants
Attend to maintenance as per instructions or in emergency situations 
Daily arrears followed up, service of required notices and collection process 
Rent reviews
Bond disbursements



As our businesses main focus is to provide our client/s with outstanding service, we like to think of 
our business a complete real estate office.
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OTHER SERVICES PROVIDED

Buying agents – If you need help finding that perfect home? 
Well we have experience agents that can assist you to research, 
locate and present prospective properties; negotiate terms and 
conditions with the prospective Vendor or Vendors agent; and we 
can serve tenant/s with any written notice/s that are required. This 
is also a good option when looking for an investment property.

Sales agents – We have highly experienced sales representatives 
to find buyers, that are willing to buy your property at the highest 
possible price in the current market.

Below is a list of other services we provide to our clients:



www.facebook.com/Rentals.Landlord.Aidfb

rentals@landlord.com.au

www.landlordaid.com.au

Call Us for More Info:

0420 549 565 

ABN: 89 945 700 599 - RLA: 291 671

FROM EVERYONE AT LANDLORD AID, WE WOULD LIKE 

TO THANK YOU FOR THE OPPORTUNITY TO PROVIDE  

YOU WITH THIS INFORMATION BOOKLET AND WE LOOK  

FORWARD TO WORKING WITH YOU.

IF YOU HAVE ANY QUESTIONS AT ALL PLEASE DO NOT  

HESITATE TO ASK.

PO Box 458, Gawler SA 5118 




