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WELCOME  
Welcome to our “Landlord’s Guide”. 

Regardless of whether you’re purchasing your 
first or your 50th property, you’re sure to find 
plenty of useful information in this handy 
guide! 

It’s all about helping you manage your 
properties better, improve their performance, 
and ultimately increase your wealth. 

It’s published by Excel Australia, makers of 
the popular “Rental Workbook” software. 

Excel Australia 

Did you know that 87.5% of property 
investors are paying too much tax! 

With the Rental Workbook, you can make 
sure you're getting all the tax deductions 
you're entitled to, maximise your wealth and 
stay on top! 

The Rental Workbook is essential for all 
property investors because it shows you 
hidden strategies to maximise your tax refund, 
solve your property record-keeping 
headaches, and stay on side with the Tax 
Office. 

To find out more about the Rental Workbook, 
visit www.excelaustralia.com.au today! 

Excel Australia 
PO Box 251 
Wembley WA 6913 

info@excelaustralia.com.au  

www.excelaustralia.com.au 

http://www.excelaustralia.com.au/
mailto:info@excelaustralia.com.au
http://www.excelaustralia.com.au/
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1.  HELP  ICON S  
Throughout this guide you will find useful and 
often time-saving advice. 

There are four (4) types of tips and these are 
highlighted by different icons. 

 

TIPS  pointers that make your 

life easier and make you a landlord 
star! 

 

TECHNICAL  Points for the more 

technically minded. 

 

ESSENTIAL  Essential points to 

understand.  

 

TRAPS  Things that may catch 

you out if you’re not aware. 

 

Disclaimer 

This guide is intended for general information 
purposes only.   

You should always check the laws and 
regulations that apply to your situation and 
locality with the appropriate authorities before 
making any decision or taking any action. 

By reading this guide, you agree that Excel 
Australia cannot be held responsible for any 
loss or damage you may incur as a result of 
this guide. 
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2.  SELECT IN G  AN  AGENT  
Some of the things you may want to look for if 
you’re going to select an Agent to manage the 
property for you are: 

 Familiarity with your area, e.g. 
number of listings, history, staff 
knowledge.  An Agent who knows 
your area is in a better position to 
advise you regarding realistic rents. 

 Reputation and references.  The 
Agent will ask your tenant for 
references so why not do the same 
for your Agent? 

 Services provided.  Services you 
want may include: full document 
preparation, market evaluation, 
tenant sourcing and selection, written 
initial inspection report (ideally with 
photos) and ongoing regular 
inspections, rent and bond collection 
(including delinquent accounts), 
coordination of any repairs and 
maintenance, monthly and yearly 
reporting, regular remittance to 
landlords. 

 Fees charged.  These vary between 
agents so don’t be afraid to shop 
around for the best deal.  Remember 
that the cheapest isn’t always the 
best – but the most expensive may 
not be either! 

Your Agent’s role is to take care of the day-to-
day running of your property for you so that 
you really don’t need to do much at all. 

If they’re not doing this, you might be 
better off getting another agent or 
managing it yourself! 
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3 .  BEGIN NING  A  NEW TENAN CY  

Disclosure 

Before a tenant enters into an agreement or 
moves in to your property, ensure you or your 
agent gives them the following documents: 

 A copy of the proposed tenancy 
agreement (including a premises 
condition report, in duplicate), filled 
out where appropriate in the space provided 

 A written statement as to the costs 
payable by the tenant on signing the 
agreement 

 Any other guides/brochures required 
by your state government 

 A copy of our guide “Tips Every 
Tenant Should Know” (included at 
the end of this document). 

Tenancy Agreement 

Always ensure that your tenancy agreement 
is documented fully in writing to minimise any 
future disputes or misunderstandings. 

The Tenancy Agreement has two parts: the 
agreement itself and the condition report.  

There are standard tenancy terms that apply 
to all agreements (refer to your relevant state 
government for details).  Additional terms may 
be added if both parties agree. 

All additional terms, including any which may 
be printed on the agreement, are negotiable. 
The parties can agree to alter the wording or 
delete an additional term altogether. 

Note that any additional terms you add which 
conflict with those specified by the law are not 
enforceable. 

The condition report should contain a 
detailed, room-by-room description of the 
property. 

Ensure that your tenant 
has sufficient time to 
read and understand 
the tenancy agreement 
before being asked to 
sign. 
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Ideally, it will also be accompanied by 
photographs that clearly show the state of the 
property.  Cameras are cheap but the photos 
can be invaluable if disputes arise in future! 

If any repairs and maintenance have been 
agreed, the condition report should clearly 
state these to avoid any misunderstandings. 

Term 

Most tenancy agreements are for at least 6 
months, although you and your tenant can 
agree on any term. 

Once the fixed-term period of the tenancy 
ends, the tenancy agreement itself does not 
end unless it is terminated by either the 
landlord or the tenant.  

If it is not terminated, the agreement becomes 
a continuing agreement with the same terms 
and conditions. 

Rents and Bonds 

Your agent should be able to advise you 
regarding an appropriate market rent. 

Be aware that there may be maximum bonds 
and other fees that can be collected from 
tenants. 

Your agent should be aware of these issues 
and can assist you in this area.  

Property Insurance 

There are two forms of insurance cover for 
investment property: 

 Building: This insurance should be 
in place before the settlement on 
your property. As well as fire and 
storm damage, you can add damage 
caused by tenants. 

 Public liability: This is designed to 
protect the owner against a damages 
payout if anyone is injured on the 
premises as a result of negligence. 
Public liability insurance can often be 
included in building insurance, so 
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check this before deciding on the 
right policy for your needs. 

How much insurance you get depends on 
your needs however a rule that applies to all 
your assets is that you should never be 
underinsured. 

Different policies contain different features so 
you may want to shop around for the policy 
that best fits your needs. 

Help Your Tenant! 

You can help yourself a LOT by helping your 
tenant know what to expect as well as what 
you’d like them to do! 

It sounds simple but it’s a good idea to give 
them a list of things they can do to make their 
life easier while they’re living in your property. 

We’ve included our helpful guide “Tips Every 
Tenant Should Know ” at the end of this 
document. 

Please feel free to print it out and provide 
it to all your tenants. 

It can really make a BIG difference to both 
parties! 
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4.  SELECT IN G  A  TENAN T  
Ideally, your Agent will have a database of 
potential tenants, or will handle the 
advertisement of your property (web and/or 
newspaper) and the enquiries that result. 

Depending on your property, you may also 
wish to get your agent to advertise your 
property directly to large organisations and/or 
executive accommodation services. 

Instruct your agent that prospective tenants 
must always be accompanied during property 
inspections. 

When a prospective tenant submits his/her 
application to rent your property, ensure you 
or your agent thoroughly checks the 
applicant’s references. 

Your agent may also have access to various 
tenant databases to perform additional 
reference and background checks. 

No tenant is perfect! 
 
Be prepared to take a 
calculated risk – 
especially when there 
are many rentals on the 
market. 
 
Conversely, if there are 
relatively few rentals 
available, you can 
afford to be more 

selective. 
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5.  RENT  

Payments 

Rents will normally be paid in advance, either 
fortnightly or monthly. 

Tenants should always receive a receipt for 
each payment made. 

If a tenant falls into arrears, ensure you know 
what your agent’s procedure is to (i) rectify 
the situation; and (ii) notify you of the issue. 

Early detection and intervention in rental 
delinquency is essential to avoid major issues 
later on. 

Procedures may include: 

 A “friendly” reminder letter. 

 A more sternly-worded letter follow-
up with phone call and/or personal 
visit to inspect the property. 

 Termination notice served requiring 
the tenant to bring their rental arrears 
up-to-date or face eviction. 

Rent Increases 

Rent may be increased after the fixed-term 
period of the agreement has expired. Before a 
landlord can increase the rent, the tenant 
must be given at least 60 days notice in 
writing.  

The notice must show the amount of the 
increased rent and the day from which it is to 
be paid.  

This also applies where an existing 
agreement is to be renewed. 

If your tenant thinks the rent increase is too 
high, they can either negotiate directly with 
you or your agent, or apply to the relevant 
government authority. 

If the condition of the premises is the reason 
your tenant thinks the increase is too high, 
they may raise this with your agent. 

The landlord or agent 
must keep copies of all 
rent receipts and 
a separate rent record 
for at least 12 months.  
 
It is advisable that 
receipts be kept by both 
parties until after the 
end of the tenancy. 
 
Further details on 

record-keeping follow. 

 

Encourage your tenants 
to pay directly into the 
agent’s bank account 
(e.g. via BPay or direct 
transfer) as this 
simplifies both 

collection and payment. 
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For instance, your tenant may agree to pay 
the rent increase if you’re prepared to paint 
the premises.  

It is up to you to consider the costs involved in 
any such proposal and decide whether it’s 
worthwhile.  
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6.  RECORD -KEEP ING  
As a landlord, you must make sure you keep 
appropriate records as set out by the 
Australian Tax Office (ATO) – otherwise you 
might miss out on tax deductions and pay too 
much tax, or even incur a fine! 

Nobody wants to pay too much tax! 

What Records do you Need to Keep? 

Keep records of all your costs in relation to 
the property, including details of: 

 the value of the property: what you 
paid for it, or a market valuation of it 
if you acquired it some other way, 
such as via a gift.  

 related purchase costs: stamp duty, 
legal fees, and survey and valuation 
fees. 

 the cost of improvements: 
extensions, additions or 
improvements, and initial repairs to 
rental properties (all known as 
“capital expenses” for tax purposes). 

 interest payments, rates and land 
taxes, insurance premiums and 
repairs (known as “non-capital 
expenses”). 

 the sale price (or market valuation) 
at the date of disposal. 

 related sale costs, such as legal 
fees and stamp duty. 

The following documents will help you itemise 
the costs associated with your property: 

Purchase and sale contracts – these show 
contract date, purchase price, sale price and 
parties involved.  A stamped contract also 
shows the stamp duty. 

Your solicitor’s documents – these may 
show purchase or sale price and stamp duty. 
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Real estate agent’s documents – these 
usually show costs such as commission and 
advertising expenses. They may also show 
the purchase or sale price. 

Bank statements – these show the amount 
of interest incurred on mortgages (for 
properties acquired after 20 August 1991).  

Rates notices – these show the amount of 
rates incurred. 

Removalist receipts and bills for 
electricity, telephone and gas – these 
demonstrate you lived in the property and can 
therefore help you to establish your eligibility 
for the capital gains tax exemption on your 
home (i.e. your main residence).  

What to do if you don’t have records 

If you do not have the relevant records, it is 
possible to reconstruct them by obtaining 
copies: 

 Your solicitor or real estate agent 
may have copies of most of the 
purchase records.  

 If you have made improvements to 
an investment property – e.g. an 
extension – your builder may have 
copies of the receipts.  

 If you received your property as a gift 
and did not get a market valuation at 
the time, a professional valuer can 
tell you what its market value was at 
the relevant date. 

The main thing is to get as many relevant 
details as possible.  In particular, your records 
should show: 

 the date  

 the parties involved and  

 how it is relevant to working out your 
capital gain or loss ( i.e., what the 
receipt or record is for). 
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How long should you keep records? 

You must keep records of everything that affects 
your capital gains and capital losses for at least 
five (5) years.  

Where you have a net capital loss, you should 
keep records for five (5) years after the time you 
apply the net capital loss against a capital gain. 

How do I ensure I’m complying with all 

the Tax Office Requirements? 

Because no one wants to pay too much tax, you 
need to keep all the relevant records. 

One of the best ways to keep everything 
organised and ensure you comply with all the 
AT O requirements is to input all the details 
into a software program that is up-to-date with 
all the ATO regulations. 

Of course, you still need to keep all your 
paper records, but a good software program 
helps keep everything well-organised and 
documented. 

The Rental Workbook from Excel Australia 
(www.excelaustralia.com.au) prompts you to 
enter all the information you need to ensure 
you stay compliant with the ATO. 

Furthermore, it’s constantly updated to 
incorporate all the changes made by the ATO. 

We highly recommend you purchase the 
Rental Workbook as it provides a great 
help to any property investor! 

Visit www.excelaustralia.com.au today to 
purchase your copy and stay up-to-date! 

 

http://www.excelaustralia.com.au/
http://www.excelaustralia.com.au/
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7.  REPA I RS  AND  MA INT EN AN CE  
Landlords must ensure that premises they 
rent to tenants are always “fit to live in”. 

This doesn’t mean that the property must 
always be perfect, but it must be maintained 
in a reasonable state of repair taking into 
account: 

 The age of the property 

 The amount of rent the tenant is 
paying 

 The estimated life of the premises. 

Your tenant will generally tell you or your 
agent when repair or maintenance is required.  
Normally, the requirement to report any 
damage will be included in the terms of your 
lease agreement also. 

Landlords should attend to requests for 
repairs and maintenance quickly so that the 
property is kept in good condition, and smooth 
tenant relations are maintained. 

Carrying out Repairs 

All repairs should be carried out by qualified 
tradesmen since any failure to fulfil your duty 
of care in providing safe premises could result 
in negligence claims against you. 

Negligence 

Negligence means forgetting to do something 
which a reasonable person would usually do 
in the circumstances, or doing something 
which a reasonable person 
would not do.  

In simple terms, it is a lack 
of care or attention – 
although lawyers are often 
able to extend this to cover situations where 
you might expect it would have been the 
tenant’s responsibility to look after themselves 
or act with “common sense”. 
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Inspections 

You or your agent should inspect the property 
on a regular basis (e.g. every 3-6 months) to 
ensure it is being properly maintained by your 
tenant and to check whether any repairs and 
maintenance are required. 

If your agent conducts the inspection, ensure 
you receive a written report detailing the 
general condition of the property and any 
major repairs or foreseeable maintenance 
required. 

Unless you have provided written 
authorisation, a tenant cannot attach or 
remove any fixture, or make any renovation, 
alteration, or addition to the premises. 
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8.  EN DING  T HE  TENAN CY  
A tenancy will normally be terminated by one 
party giving notice to the other. 

A termination notice must:  

 be in writing 

 state the address of the premises 

 be signed and dated 

 allow the required period of time 

 give the actual date on which the 
tenant is requested, or intends, to 
move out  

 give full details of all breaches (if 
any) or reasons for ending the 
agreement 

  when given to a tenant, include a 
statement that information about their 
rights and obligations can be found in 
the tenancy agreement. 

The notice can be posted or given personally.  
A notice cannot be stuck to or put under a 
door by the person sending the notice. 

The notice period is counted from the day 
after the notice is served.  

Final Inspection 

Once the termination date has been set, 
schedule the final inspection.  This is 
generally a more in-depth inspection than the 
regular inspections and is designed to form 
the basis of any claims against the tenant or 
any withholding of bond required. 

The tenant should clear all their personal 
effects and belongings and should fully clean 
the property (including the carpets). 

The property should be left in the same 
condition as set out in the original condition 
report (or as close to this as possible), fair 
wear and tear excepted. 

Note: When terminating 
a lease, do not use 
words such as ‘by’ or 
‘on or before’ or ‘within 
14 days’ in the notice. 
 
Always specify the 
actual date on which 
the tenancy ends to 

avoid disputes. 

 

 



  

Page 19 of 23 

 
Psst!  PASS IT ON!  Why not forward this handy guide to all your friends who have rental 
properties and help them get more out of their investments too! 

Your tenant is responsible for returning all 
keys to you.  If they don’t do this, you can 
normally charge him/her rent until the keys 
are returned. 

The tenant’s bond should only be refunded to 
him/her once all cleaning, repairs, 
maintenance, gardening, etc. have been 
completed and paid. 

Remember, it is your responsibility to prove 
any claim on the tenant’s bond so ensure you 
always have appropriate documentary 
evidence to support your claims. 

Finding a New Tenant 

As soon as the termination date has been 
determined, you or your agent should begin 
the process of locating a suitable new tenant. 

This will ensure that your property is vacant 
for the least amount of time possible (and 
therefore you have more money in your bank 
account!). 
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9.  SUMMARY  
Being a landlord can sometimes appear to be 
a little daunting.   

Always make sure you do your “homework”, 
find out what you need to do by reading the 
relevant publications from your state 
government, and don’t be afraid to ask 
questions of your agent until you’re happy 
with everything. 

Who Else do you Know that Owns an 
Investment Property? 

If you’ve found this guide useful, please pass it on to 
someone else and help them as well. 

We’d love to help other investment property owners! 

Useful Resources 

 

Rental Workbook - Simple property 
management software 

www.excelaustralia.com.au  

Rental Workbook support and general 
property discussion forums 

www.excelaustralia.com.au/forum  

Investment Property Accountants www.rmgaccounting.com.au  

Investors’ Club Australia www.theinvestorsclub.com.au  

 

Help Your Tenants 

Helping your tenants know what to expect in 
their tenancy agreement helps you avoid 
disputes and ensure a smooth relationship. 

Print out the next three (3) pages and give 
them to your tenants as a guide to help 
them! 

Feedback 

What do you think are the most useful things 
in this guide for you?  Are there any other 
areas we should include?  Any words of 
wisdom you can offer? 

We’d love to hear your thoughts so email us 
at info@excelaustralia.com.au  

http://www.excelaustralia.com.au/
http://www.excelaustralia.com.au/forum
http://www.rmgaccounting.com.au/
http://www.theinvestorsclub.com.au/
mailto:info@excelaustralia.com.au
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T I PS  EVERY  TEN ANT  SHOULD  KN OW  
(Because they make your life easier!) 

 

f you are currently renting or you 

plan to do so in the future, the 

following tips will make your 

renting life a whole lot easier!  

 

The laws relating to renting a property 

vary from state to state.   

 

Specific information about renting a 

property may be obtained from the 

consumer affairs authority in your state 

or territory.   

 

See: 
http://consumersonline.gov.au/content/link

s/FairTrading.asp for details.   

Research 

If you are planning to 

move into a rental 

property in an area 

you have not lived in 

before, ask the real 

estate agent about the 

area.  

 

For example, you 

could ask for the 

location of the shops, public transport 

routes, schools, restaurants, theatres, 

and post office.  

 

Take the time to familiarize yourself 

with the area. 

Be Prepared 

Some areas can be competitive for 

tenants.   

 

There is no 

second chance for 

a first impression.   

 

The best way to 

impress a 

prospective real 

estate agent is to 

be well presented 

and prepared.   

 

Prior to inspecting 

properties, take the time to obtain 

references from your previous real 

estate agent and employer.   

 

This could include a printout of your 

tenant ledger, copies of routine 

inspection reports, bond refund 

documents or wage slips to name a 

few.   

 

To get the competitive edge over other 

tenants, you need to provide evidence 

to the real estate agent that you can 

afford the rent and properly maintain 

the property. 

I 

http://consumersonline.gov.au/content/links/FairTrading.asp
http://consumersonline.gov.au/content/links/FairTrading.asp
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Payment of Money 

When choosing your new home you 

may be required to pay a deposit or 

reservation fee to secure the property.   

 

In some circumstances, if you 

choose to change your mind you 

may forfeit this deposit.   

 

Therefore, it is important that 

you understand the arrangement 

that you have with the individual 

real estate agency as to how the deposit 

may be handled. 

Rent and Bond 

When moving into a property you may 

be required to pay rent in advance and 

a security deposit of between 4 to 6 

weeks’ rent, known as a rental bond.   

 

Most real estate agents will request the 

payment of this money in cleared funds 

prior to taking possession of the 

property.   

 

Prior to moving into the property 

ensure that you discuss how much 

money is required and when payment 

is required. 

Tenancy Agreement 

It is important to understand 

that when signing a tenancy 

agreement you are entering 

into a legally binding 

agreement.   

 

Take the time to carefully 

read and understand all 

conditions of the tenancy 

agreement before you sign.  

 

If you do not understand any of the 

conditions don’t be afraid to ask 

questions. 

Condition Reports 

When you move into the property, the 

real estate agent is required to 

complete a condition report.  This is a 

report that documents the condition of 

the property when you take 

possession.   

 

It is important that you take the 

time to accurately complete this 

report to minimise disputes at the 

end of the tenancy.   

 

To further reduce disputes at the end of 

the tenancy you may wish to take 

photographs of the property. 

Pay Rent on Time  

It is a condition on the tenancy 

agreement that rent must be paid on 

time and in accordance with the terms 

set out in the agreement.  Paying your 

rent on time is your responsibility.  

This will also assist you at the end of 

the tenancy when you require a 

reference. 

Keep Notes and Records of 

Conversations 

Once you have entered into a tenancy 

agreement you should consider 

keeping notes and records of 

conversations that take place with the 

real estate agent to reduce the 

possibility of disputes or 

misunderstandings.  It is 

advisable to follow up all 

conversations with a 

confirmation letter, fax or 

email outlining your 

understanding of the 

situation. 
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Routine Inspections 

It is generally a legal requirement for 

the real estate agent to regularly 

inspect the rental property to ensure 

that the property is being cared for 

properly.   

 

This will be specified in your rental 

agreement.   

 

Your cooperation with the real estate 

agent in arranging an appointment time 

for inspections will be appreciated and 

will assist you when you require a 

reference. 

Repairs  

Your right as a tenant is to live in a 

safe and habitable 

property and for your 

part, you have a 

responsibility to look 

after the property.  

 

Your rental property 

should be maintained in 

good repair.  

 

It is important to 

quickly report problems 

or concerns in writing to 

your real estate agent. 

Rent Increases 

Rental increases are a common 

occurrence when renting a property.   

 

For a rental increase to take place the 

real estate agent must do so in 

accordance with any legislative 

requirements and issue tenants with the 

appropriate notice in writing.   

 

You should also check your lease. 

Insurance Cover 

It is your responsibility to insure your 

own belongings and furniture.  

 

With the ever-increasing incidence of 

burglary and theft, contents insurance 

can provide you with peace of mind.   

 

The owner’s insurance does not cover 

your belongings. 

Giving Notice 

Terminating a tenancy must be done in 

accordance with legislative 

requirements and the 

process set out in the 

tenancy agreement.   

 

When giving notice 

it is important to 

discuss the notice 

requirements with 

the real estate agent.   

 

You should always 

submit your notice 

in writing. 

Communicate  

Keep the lines of communication with 

the real estate agent open at all times.  

 

Honest, open communication is the 

best way to maintain a happy and 

professional ongoing relationship. 
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