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Lesson 11 Part A
Self MANAGING YOUR PROPERTY

Property Management
What To Do After Your Property Has Settled.
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Before Settlement... Here's what to do...

» Before settlement - You will need to decide if you are going to self-manage your
commercial property or nof.

FASHT — B8 TR B e e BB HAT E B R e AL .
» You can always change this later on by writing to the tenant
A Ja fEnT LARE Il 5 A5 45 A1) SRR I ok e

» But fo start with, you need fo first make a decision if you want to self-manage the
property... or get an agent to manage it for you.
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Before Settlement... Here's what to do...

Self Manage B1TEHE
» First Steps and Lefter To send 5 — 5 FIE & ik KIS 44

» How fo invoice your tfenants - Letter version & Zoho Invoicing
ande] s AL T FUOR 57 — IE SRR Zoho k52
Rent increases & Market Rent Reviews #il. 4 ik Fi i 3 A 4 1 5

Lease Terminations 5% 2 1F

Property Maintenance ¥y 44
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Leasing Strategies and Incentives FH 55 5 1% A1 Gh 1 it
Or Agent manages tenant /& HHH
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» They will Manage Rent Increases, Market Reviews and Collection ofw
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Agent To Manage

Ask local agents, or the agent that sold you the property to refer someone.

IR A A B R S YD B o T O TSRS N
Ask the Agent to give you a management proposal.
BOR A2 A

This will list their fees and responsibilities.

I HAbATT ) 2% AN 5T

There is a Form 6 sample for you to review
AT LA R A% SHIFEA
The fees for an agent to manage the property is usually between 5% to 7% plus GST.
A ET A O B BB AT 5% I 7% 2], AN R

..So that’s how much you will be saving if you decide to manage the property yo\L)J‘Ks“e(IgRN
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¢+2/ Queensland
2. Government

Property occupations Form 6

Appointment and reappointment of a property agent,

resident letting agent or property auctioneer
Property Occupations Act 2014

This form is effective from 1 August 2016 ABN: 13 846 673 994
Part 1—Client details
Client 1 Client name DNR PROPERTY NO 1 PTY LIMITED ACN 629 569 768 AS TRUSTEE FOR DNR
5 : PROPERTY TRUST

Note: The Cllent is the person ..............................................................................................................................

or entity appointing the

agent to provide the services. ABN cooininnnnnnnsaviinniisnviiissseives T

This may be the owner (or . - oo

authorised representative Are you registered for GST? I'Yes || No

of the owner) of the land,

property or bUSineSS that AddreSS .....................................................................................................................................

is to be sold or may be a

e T B

purchase land or a property. SUDUID :c.ovssimimiscssvsvmnssmsmvssisssvsvisssssissssssvassssnsvsnssssssins State ............ Postcode ............
PhONe ...vvviiiiiicece e FaX coeeeeeieeeeiei e Mobile......cceveieiniinannn.
Email addréss. ......oniisisinnonnnniniiniissiosnsimsniissssssesssnassissssisetesssssssnestsiiseisssssssvisssinessoss

Client 2 :

Note: Annexures detailing gUstname

additional clients may be | e e

attached if required.
ABN  covcsivsimmissns s s ACN cosnivsnminsssmsssais v s
Are you registered for GST? | Yes || No
AQArESS .. svvisnassimsimiivsivsssssisvsdisesssssssssssssssasisssvssivs custivnassinssavese v Giss e TR SRS e s G s s s eu s
SUDUMD cusiansuisssnssssiinusmsssivsssisesssiiosssavsessvsvsonsonnons Stateliiiseiians Postcode ............
PhONE ..eviiviiieece e FaX oo Mobile......ccovveiniininnnn..

Part 2—Licensee details

Licensee type V| Real estate agent | l Resident letting agent ‘ ‘ Property auctioneer

More than one box may be

tirlkad if annranriata - e - - - o fems & afa - - -~ © e
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ABN: 13 846 673 994
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Agent To Manage

Have a letter sent from your solicitor.
LRI 27 Hi 45 R

Then send your own introductory lefter
G RIETEH RN 41E

Arrange for your attornment notice = A letter which must be given to
the tfenant, advising them of the new property owner, the new owner’s
details and where to pay rent.

ARSI AITE RN = IR AL 35, AT B R G S Lk
AR EL SOAS R 48
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Selt Managing - Step |

» Before settlement ask your solicitor to draft a letter to be sent out to
your tenants upon seftlement.

FERCCHT, TEBHVRIMERE —EBME ), DMEERSCIN KIS EHIF

» This letter will detail to your tenant, that you are now the new landlord
and that you are going to manage the property going forward.
X BHE BRORE ) S AL P R BRI IS 2 8 P 2R, BB dr s Bl

» |t should detail your contact details and bank account details for rent
and inform the tenant when the rent is due per the lease

2 A P 4 0D 7 SRR TP (SN L, S AL B3R i
fil
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Self Managing - Step 2

» After seftlement, email or call the tenant directly
AL JE, B MR ET g 45 A%

» Introduce yourself and let them know how to contact you in case of any issues in the
property and if you have a preferred tradespeople they can call in case of an emergency.

AR B B 48 FFLE AT T RNE b BT ) I ] SR, IR E R AT, AR AR
%%%%Fﬁ%

» Ask your tenant for the following details if you don’t have them already:
R A IR ETEAE S, 15 RS R E N RNE R

- Name of the business the invoice 1o be made out to (if it is not the business name they
are operating under currently)

TR KSR AARR CUERA AT H B &5 B4k 24750
- The Tenant's ABN fL /7 HABN
- Email address (if you don't already have it)

H T HR Rl Can SR IR %)
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Selt Managing - Step 3

Set up an invoice for your tenant (a template you can amend each month) with the following
details:

AU THRAFEEAEHESRERE (WERER IEH B8R0 -
» Invoice Date
REEH
» Invoice number (you can start with 001 or the year/001 — whichever format suits)
REEgT CEATRALL 001 BiaE4y /001 T3k - ARl i&E & g 2UER AT LL)
» Your name or business details
kA4 e w) Rk
» Your ABN or CAN
TSP A~ w] L ACES CABND - BRI 2~ mE MM (CAND
» Your confact details

RS ER 207 50
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Selt Managing - Step 3

Set up an invoice for your tenant (a template you can amend each month) with the
following details:

FERUTHRAGEAECHHEP RERKE (WERER DGR BE0 -

» Your tenant’s business details, contact details &L AR Bk, BER 20
» Write out the month the rent is for (usually a month in advance)

5 e Ay GEFERIT—DH)

The amount for the rent without GST AS5 ¥ 2 B 1 AH 4 4 4

Add GST to the amount ¥ ZEBL i I 2 &80+

The total that is due for the rent inclusive of GST @45 H P i 7E N i FL 4 LU 4T
Your bank details £ FIARAT N5k

vV v v v Vv

Due date for the rent (per the lease — the lease will say when the rent is due eachyniKorg,,
month or week) Q >
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INSERT YOUR DETAILS AS A HEADER NSRS RIE IR
E.G. NAME, ADDRESS, PHONE NUMBER AND EMAIL ADDRESS fuan , W=, el EBIRSEBFEBFHREbE
ABN : (FENZHIABN)
BHY . (BAKREBH)
MEKRE RERS
IR (BAEPER)

RN HFEY b
ABN: (insert your ABN)
Date: (insert invoice date)
TAX INVOICE Invoice No:
Ui B LA <5 0
Attention: (insert tenant name)
(A Flhn, 20164 | (HhANEEAR & 840)
Insert rental property address 9H1H -9 H30H)
Description Amount Due
Rent for the period: (insert base rent amount) T pETET
(insert rent period In_E7H 2B (8 A\ VH BBl )
Eg. 1 September — 30 September
2016 R A B (HE N L T BLAE P4 L
o 24 %
Plus GST (insert GST Amount) e
Total Due (insert total due including GST)

S R S Y AN AR T o N AH < 21 347 H 90D

The payment of this invoice is due (insert rent due date).
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Self Managing - Step 4

» Email the invoice to your tenant at the 1st of the month/first working
day of the month... or 14 to 21 days prior o rent being due

A 1 5/8H B AT H R @ i HE R ARG AL L alGe AR AL < 21 )
Al 14 2 21 R

» Save a copy of the invoice in a special folder set up for your tenant
under their name (this helps with tax at the end of financial year)

IR 44 SCRE RS BIASRAFAE SSOVAL P BB R IR SO, G B e B
25 RIS 4985 )
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Selt Managing - Step 5

» You can ask your tenant to confirm the receipt of the invoice by
replying to your email or...

S AT LERAR Pl (o] S A H - BB E R A B A5, Bl

» You can just wait to see if they deposit the rent into your account by
the due date or not. (some tenants do automatic direct deposits)

TSR e BRI H ATk M e A AR . ST S HEEEAFO
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Selt Managing - Step 6

» For the first payment that the tenant pays, you may want to confirm
with them via email that you have received the rent, because it

means all systems are now set up

KPR ST RIS — AR, fEnT Re s 2l i B F S AR AT A Sl R A 4
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Selt Managing - Step 7

» Put areminder in your diary to send your tenant an invoice beginning
of every month- or 14 to 21 days before their due date.

FERS T i BRI, E4 N H TSAE R B 14 5 21 RIARLS RIS R,

» Add into your calendar the rent increase dates and the option dates
(6 TO 3 months before the lease ends)

RS H P s A < bk H AN SR H I (FERLZIZ5 A0 6 31 31~ HD




Selt Managing - Step 8

BITEIE - 8

» Every 6 or 12 months you may want to send them a statement which
just details the rent they have paid over the last 6 or 12 months.

(ETTRETE B4 6N H B 12 AN A FIRL K% G E B, TR ZESLeh PR AN A A i
£ 6 8124 A WA AL

» This just helps both you and the fenant to know that they have not
missed any rent payments (also helps you at tax time)

XA B AL T A AT B AR A AL e SO (FERSIRB I G 7 D
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Recovery Of Outgoings

» You need to send your tenant a separate invoice for any outgoings they are responsible for. %57 A #&$H i AFA]

SCHERARIE KR

» You need to setup an invoice template for this (sample included in resources) % 75y 1% B K ZERR (a5 R
i)

» You need to put on the invoice the following: % EAE K ZE FHEE LN N A
- Invoice Date &2 H i

- Invoice number (just follow the number sequence you have for your rent invoices) K 224w 5 (R FH#BEKH &K
25 )

- Your name or business details % 1k 4 5 /8 7] Bk

- Your ABN or CAN I 2 Al R MARAS CABND - BB 2 ]33 iHAS (CAND
- Your contact details FHIBR RS

- Your tenant’s business details, contact details fHRRIATER. BEEAT

- The outgoing (strata, water, rates, etc) H (WlkgE. K. 2R

- The amount due (separate GST from the total amount if possible) W {44
- (HRFATRE, # HEBE LSS0

- Due Date FIHIH

- Your bank details #& FJERAT RN E B



INSERT YOUR DETAILS AS HEADER
E.G. NAME, ADDRESS, PHONE NUMBER AND EMAIL ADDRESS
BAEIFREE AN
fian , WA, Heut, ERiRSAEF0EE FhRAElt
ABN : (HEAZHIABN)

B . (BAREEHR)

HMBEE RERS
ABN: (insert your ABN) FE . (BAHEPEBIRAEBFRFI b )
Date: (insert date of invoice)
TAX INVOICE Invoice No:
Attention: (insert tenant name/company name and property address) P B VR R
(4 N 5E SCHY) (FENAS BT PR B 5 0)
RYEFERT K5, #% 2013 4
12 A 31Kk vk N %
Description Amount Due H ST
(insert particular outgoing) (insert amount without GST
Owners Corporation Admin hn bV (4N TH P B0
Contribution for the — — _—
as per attached invoice
Plus GST (insert GST)
Total Due Including GST (insert final amount due) R SE R AT I e AL 4 313 H 3D

TS AR AR U RATIR T GlRARATIR D RS 2D

The payment of this invoice is due by (insert due date)

Payment by credit to the following bank account would be appreciated:
(insert bank account details)
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Recovery Of Outgoings

You need to attach with your invoice a copy of the notice (rates,

stfrata, eftc) with the invoice (scanned copy attached to the emaill
IS enough)

BT BT KR EI Bl mEIA (B, PbohsE) MR EE (F B IR L Hm
%7%)

Email the invoice with the attachments to the tenant and ask for
confirmation

Rty A B B A SR A L A SR 25 AL TR B A

Wait to see payment of outgoing and respond to tenant fo confirm
receipt of payment

A AL SO S H I I AL B AR 3K

Save a copy of the invoice in your tenant folder for future
reference

R R SRR RAFAEAL P SO F b LR ok 275




