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Material items

Insurance

Securing the Tenant

Keys and Locks

All investment properties require insurance to protect landlords against the unknown. We 
recommend that you investigate all insurance options available to you. Things to consider:
 - Public liability
 - Building cover and basic contents insurance
 - Landlord insurance
 - Hazardous material clean up 

If you own a property within a strata title, it is very important that you find out where the body 
corporate insurance coverage ends, and where your cover begins. 

The tenant will not be allowed to move into the property until the bond amount is paid in 
full and the lease agreement is prepared and signed. Your tenant will be required pay a bond 
equal to four (4) weeks rent. Bond is due upon signing the residential tenancy agreement and 
will be held with the ACT Revenue Office for the duration of the tenancy. 

When you enter into an agency agreement, you are giving us authority to sign these docu-
ments on your behalf. 

To effectively manage your rental property, we will require the following sets of keys:
 - 1 x full management set
 - 1 x full tenant set 
 - 1 x access set per additional tenant

We are happy to organise additional sets of your behalf and pay the account from your rental 
income. 
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Bill Management

Owner Payments

Tenant Arrears

We are set-up to pay the property-related accounts on your behalf from your rental income. If 
this is a service you wish to use, we ask for you to organise the address transfer with the relat-
ed entities (eg ACT Revenue Office, ICON Water and Access Canberra).

At the end of the month we will send you a statement and a copy of all your invoices and at 
tax time we will provide you with an income and expenditure summary. If you lose an invoice, 
they are accessible via your online portal 24/7. 

We understand you have financial commitments on your rental property, therefore we want to 
get your money to you as soon as possible. All payments are made on the closest business day 
to the middle and last day of the month. 

If you wish to change your bank account details at any time, you will need to submit the 
request in writing. Your property manager will contact you to confirm the request prior to 
making any adjustments. We believe, you can never be too careful. 

At Ashby Partners, we work with our tenants to ensure that rental arrears simply don’t occur. 

Effective rent arrear management starts at the beginning of the tenancy. We offer tenants 
different payment options and assist them in understanding how to conveniently pay rent in 
line with their income payments (monthly, fortnightly or weekly). During their induction, we 
explain the benefits of being ahead in their rent. A good rental reference and ledger can assist 
the tenant to securing their next rental property or even a mortgage. 

In the unlikely event the tenant does fall behind in their rent, we initiate immediate contact. If 
the tenant remains in rent arrears, the property manager will follow the legislation to seek the 
issue be remedied. This includes formal breaches, and in extreme and unlikely cases, eviction 
and recovery proceedings via ACAT



Maintenance is an inevitable part of property invest-
ment. Our process is solutions-oriented where we al-
ways aim to come to you with the answer

4Ashby Partners
Maintenance Process



How do we organise maintenance?

I’m sure we can all agree that a well maintained property benefits everyone. All landlords understand that undertaking 
maintenance is a natural part of owning an investment property, and this is one area that shouldn’t be shied away from 
to protect the pricing integrity of your investment. 

All of our agents are solutions-oriented, so when the tenant reports maintenance, we will come to you with a solution. 
Our agents are also trained to keep an eye out for preventative maintenance and will always keep you updated. 

We will never arrange maintenance (outside of emergency maintenance) without your consent. It is important that the 
landlord is aware of their obligation to make essential repairs within four (4) weeks of being notified, unless otherwise 
agreed with by the tenant. 

The trades we recommend are based on workmanship and responsiveness. If you would prefer us to use your own 
trades, it is essential that they provide us with their insurance and (if applicable) license details. 

What is emergency maintenance?

The tenant has the right to organise urgent maintenance in the event they are unable to notify the agent which may 
include after-hours work. At the commencement of their tenancy, your tenant will be notified of what the legislation 
refers to as urgent maintenance. The landlord is responsible for reimbursing the tenant for the cost (maximum 5% of 
yearly rent) only if organisation of maintenance is compliant with the tenancy agreement terms.

The type of repairs that are urgent repairs are defined in the legislation as:

(a) a burst water service;
(b) a blocked or broken lavatory system;
(c) a serious roof leak;
(d) a gas leak;
(e) a dangerous electrical fault;
(f ) flooding or serious flood damage;
(g) serious storm or fire damage;
(h) a failure of gas, electricity or water supply to the premises;
(i) the failure of a refrigerator supplied with the premises;
(j) a failure or breakdown of any service on the premises essential for hot water, cooking, heating or laundering;
(k) a fault or damage that causes the residential premises to be unsafe or insecure;
(l) a fault or damage likely to cause injury to person or property;
(m) a serious fault in any door, staircase, lift or other common area that inhibits or unduly inconveniences the tenant in 
gaining access to and use of the premises.
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Reducing 
the risk of 
property 
investment 

Digital 
Application

Database
Checking

Financial
Capacity

We have adopted the use of the 1form 
application system which integrates with the 
major online property websites (allhomes, 
domain and REA).

The tenants build a profile and upload their 
supporting documents so it is all neatly 
displayed for us to begin checking.

On receipt of the application, we start our 
pre-screening process. The first part of this is 
to check their rental background on the Ten-
ancy Information Database which will show 
if they are bad debt, and it will  also indicate 
who their last agent was.

We then cross reference this information with 
what they have provided

We run through the applicant’s financials to 
determine if they can afford the property 
throughout their tenancy. We like to look at 
the bigger picture and explore their different 
revenue streams. Affordability come from 
savings, pensions or alternate support, not 
just employment.

All this information is verified by their em-
ployer, accountant, centrelink etc.  

1 2 3
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Rental 
Ledger

Proof of 
Ownerhip

Owner
Approval

A tenant can make or break your property in-
vestment journey. When they’re good, they’re 
great. The bad ones are memorable to say the 
least...

The vast majority of tenants are fantastic, 
they’re regular people looking for a nice roof 
over their head. The best way to weed out the 
undesirable applicants is through a thorough 
screening process.

This process should include a look at their 
suitability for the property, their financial ca-
pacity to meet the conditions and lastly their 
track record.

Tenants come in many different house-hold 
make-ups. We’re seeking the ones who will 
love and enjoy the property. 

The clearest snapshot of a tenant’s reliability 
will be in the form of the previous rental 
ledger. This is a full list of payments made to 
their former agent. This document is carefully 
reviewed to ensure consistency. 

Applicants who rent privately, or are living 
in their own home will not typically have 
this information, so other documentation is 
requested. 

For applicants who are moving out of their 
own home into a rental, we request a copy of 
their most recent rates notice, and a mort-
gage statement. 

If they are choosing to rent out their home, 
we also ask they provide us with a rental 
appraisal. 

Once these items have been checked and 
we’re satisfied that the information is true 
and correct, we provide the landlord with a 
summary list of applicants.

The landlord should carefully review the 
terms, any special conditions, and the ten-
ants suitability before providing us with the 
approval of their choice. 

4 5 6
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Jack MohrMelissa EscrezaBraedan Kidd

Jack is the creative backbone of our team. 
Before starting with Ashby Partners, Jack
had contracted for many major clients includ-
ing RiotACT and The National Arboretum.

It is this impressive experience that makes 
him an invaluable member of our team, en-
suring our top quality marketing standards. 

ph. 0408 335 056
e. jack@ashbypartners.com.au

Melissa has a proactive and systematic 
approach to her work and a love for problem 
solving which has cemented her success in 
the industry. 

Melissa is vocal in legislation reform and 
brings many years of experience to her role 
as Director and Licensee of Ashby Partners.

ph. 0424 137 804
e. melissa@ashbypartners.com.au

Braedan has developed a strong reputation 
for a realistic approach to property marketing 
and is respected for his clear and concise 
communication, honesty and integrity.

Braedan has been in the industry for over 
a decade and has worked accross proper-
ty management, development, sales and 
leasing.  

ph. 0408 240 044
e. braedan@ashbypartners.com.au

Ashby Partners Property Management

9/285 Canberra Avenue
Fyshwick ACT 2609

Ph. 0408 240 044
e. pm@ashbypartners.com.au

w. www.ashbypartners.com.au

Advertising and MediaDirector - Property ManagementDirector - New Business

8Your Team
Amazing people, teamwork focused


