
Complete Property Centre
Property Management Services



At Complete Property Centre, we recognise that effective 
property management is all about relationships. Successful 
property management is focused on people – The landlords, 
the tenants, the trades’ people and the property managers.

We make it our business to get to know our landlords and we 
understand what you want when it comes to your investment 
property – Top rent, the best possible tenant, in the shortest 
amount of time! At Complete Property Centre, we tailor 
individual management plans to suit your particular property.
 
We know what you want, and we want that too:
• A reliable tenant
• A well maintained property
• Minimum vacancy periods
• Regular and informative feedback



  Thorough screening process of potential tenants

  Comprehensive entry and exit reports (written and 
photographic documentation)

  Rental collection – daily monitoring

  Monthly electronic statements

  Prompt daily rental payments

  Prompt attention to rental arrears – Strict action policy

  Organising maintenance / Qualifi ed tradespeople

  Regular routine inspections

  Comprehensive condition report

  Market leading advertising campaigns and professional 
photography

  All legal documentation

  Regular rent reviews

  Technologically advanced systems, online recourses for current 
legislation, ongoing training

  Team led by the hands on principal

  24/7 access to our online portal

  ….and most importantly, we make a great coffee…                    
so pop in to our offi ce for a friendly chat! 

We take a proactive approach to the assets we look after. We’re 
not just here to manage the property; we want to give you peace 
of mind. You can rely on us to get things done, and get them done 
well! It’s our job to do the running around; we work for you every day.
Similarly, we ensure our tenants are fully aware of their rights and 
responsibilities. We recognise that happy tenants are crucial to the 
investment property success. Our rent portfolio is referral based by 
happy clients. We do not purchase rent rolls and it’s about quality, 
not quantity.

Are you receiving the attention you deserve? 
Don’t settle for second best – contact our friendly team now.



 

What Complete Property Centre will do for you . 
All you need to know…



RENTAL APPRAISAL

The fi rst service the Complete Property Centre team 
will provide is an appraisal on your property to determine
the amount of rental income you can expect to achieve on 
your property, taking into account comparable properties and 
the demand.

We will:
• Listen to your needs, so we have a full understanding of your requirements
• Inspect the property and recommend any necessary improvements
• Appraise based on location, condition, economic conditions and demands
• Agree on our terms and conditions
• Market the property as agreed

Setting the rent is a critical process and means the difference between a long 
and a short vacancy period, fi nding great tenants and providing you with a 
steady income stream.

MARKETING

We expose your property to a wide range of prospective tenants by using:

Electronic Media
The internet is the most widely used platform for prospective tenants searching 
for properties. We advertise all properties on our website, realestate.com.au and 
other sub portals. Photos of your property will feature on the internet, making it 
easier for people to see if the property suits their requirements. Advertising on the 
internet exposes your property to a worldwide market.

Property Signage
Prominent property signage will let people living locally know that the property 
is For Lease. We recommend “For Lease” boards on the property and window 
displays in our offi ce. The property will also be displayed on our rental list. Many 
prospective tenants regularly visit our offi ce to view the current list.

Professional Photography
To ensure that your property is presented to the highest standard, we use 
a professional photographer to capture the features of the property. The 
importance of professional photography can often be overlooked, so with your 
approval, your property manager will arrange internal and external professional 
photography that can be used on all advertising platforms.

Open for Inspection
Complete Property Centre schedules both mid-week and weekend open for 
inspections on our properties. The times can be conveniently viewed on our 
website, realestate.com.au and other sub portals.

Client Database
Complete Property Centre has an extensive client database of 
potential tenants who have been screened and are looking for a
rental property in the area. Our website also allows 
prospective tenant to sign up for alerts based on their 
search criteria.



SELECTING A TENANT

The experience of our Property Managers comes
to the fore when showing the property to prospective 
tenants; the fi rst step in matching the tenant and the property. 
We treat the property as if it were our own.

Complete Property Centre has a stringent tenant selection criteria, and 
will not enter into any lease agreement if the tenant does not meet this criteria.
Prior to an application being completed or accepted, the prospective tenant 
must fi rst inspect the property. They are then required to complete their application 
and provide key information including: tenancy history, references, employment 
history and further identifi cation details. These details are then thoroughly checked 
and confi rmed.

We are subscribed to the states largest tenancy default database (NTD)  where 
further checks are performed according to industry standards to eliminate any 
past, high risk tenants.  After shortlisting the prospective tenants, we will discuss 
all applicants and provide you with our recommendations. Once you have 
approved an application for your property, we will then draw up the tenancy 
agreement.

PREPARING DOCUMENTATION & TENANT BRIEFING

Complete Property Centre will draw up the tenancy agreement including any 
special conditions you may have and arrange for the tenant to sign it. Upon 
signing the lease, we will collect the appropriate rental bond as permitted by 
law and one month rent in advance. We check all documentation carefully to 
ensure your legal rights are protected.
Prior to handing over the keys, we meet again with the tenants and brief them 
on the agreement of the tenancy to ensure they fully understand their rights and 
responsibilities under the residential tenancies act.



PROPERTY INSPECTIONS

Our property management team will conduct several
inspections a year to monitor the condition of the property.
Our routine inspections include:

Ingoing / Entry Inspection
Prior to the commencement of a new tenancy, a thorough inspection of
the property is completed and a report is provided to the tenant upon 
commencement of the lease. This report will detail all fi xtures, fi ttings and overall 
appearance of the property, including fully detailed photographic evidence for 
future reference if required.

Periodic / Routine Inspection
Our fi rst inspection is conducted 3 months after the tenants move in, the property 
is inspected and a report is sent to you.
Further inspections are conducted every 6 months according to the laws in Victoria. 
During these inspections, the overall condition of the property is documented 
and any maintenance or repairs to be carried out is reported.
We invite owners to attend the inspections if they would like to.
All tenants receive a courtesy phone call every two months for general discussion 
on the home and any concerns they may have.

Outgoing / Vacating Inspection
Our property manager will conduct a comprehensive inspection of the property 
upon the tenant vacating. The inspection will be assessed against the ingoing 
condition report to attain the general cleanliness and condition of the property, 
taking into consideration “general wear and tear” that may have occurred 
during the leased period. In the unfortunate event that the tenant does not abide 
by their tenancy agreement, our property management team are fully trained 
in the legalities and obligations of the tenant and landlord. If any issues cannot 
be resolved, the necessary documentation and applications will be lodged with 
VCAT and your property manager will represent you at any hearings.

Additional inspections may be required during the period of the tenancy for 
example: valuations, maintenance, smoke alarms and sales inspections. These 
will be arranged via your Property Manager.



RENT COLLECTION & ARREARS MANAGEMENT

Rent is collected monthly and deposited directly to 
your nominated bank account. Simultaneously, you will 
receive your payment statement via your preferred method
of contact.

Knowing your rent is going to be paid on time and worry free is vital
to your peace of mind and profi table portfolio. At Complete Property Centre, 
our systems ensure that you promptly receive the rent due to you with our daily 
rental payment system. We ensure all tenants are fully aware and live up to their 
payment responsibilities.

We ensure that tenants will have no excuse for late payment by sending them an 
automated reminder 72hrs before rent is due. 

Arrears are reviewed daily and strict procedures are followed to manage the 
situation. Prompt attention and action is crucial. Considerable effort is put in to 
ensure the right tenant is found, however, some tenants will still fail to pay their 
rent promptly on occasion. In the case that a tenant fails to pay the rent, our 
team will immediately contact the tenant to rectify. In the case that the situation 
cannot be resolved within 14 days, the landlord will be contacted for instructions 
on issuing a Notice to Vacate.

PAYING ACCOUNTS

Complete Property Centre can attend to the payments of accounts such as; 
any repairs & maintenance that may arise, rates and strata levies if and when 
applicable. We look after a wide range of matters including: smoke alarm 
replacement and servicing, rubbish removal, carpet and general cleaning, 
rubbish removal, pest control, electrical, gas and plumbing repairs.

FINANCIAL STATEMENTS

A fully detailed statement is provided on a monthly basis. End of fi nancial 
statements will be prepared during the month of July and provided to you for 
your Tax purposes via your preferred method of contact.



REPAIRS AND MAINTENANCE

Complete Property Centre has an extensive team of 
reliable, qualifi ed, insured and experienced tradespeople
that can attend to any repairs and maintenance that arise. 
We can act on any required repairs and maintenance according 
to your instructions. Our clients also have the fl exibility to nominate 
their own tradespeople. Prompt attention to repairs and maintenance is 
recommended to ensure your tenants are happy and your property is kept
in good repair. Emergency repairs will be carried out at our discretion, and will be 
in line with the Residential Tenancy Act. Our properties are closely monitored and 
in the case that maintenance issues arise, we can easily determine if the cause 
is fair wear and tear and not careless neglect. Our tenancy agreements clearly 
state the responsibilities of the owner and the tenant.

Where any maintenance is carried out, detailed records are be kept for future 
reference and warranty purposes.

VACATING THE PROPERTY

Advertising
Immediately after notice is received that the tenant is vacating, we seek your 
instructions and plan our advertising campaign. This allows us to quickly re-lease 
your property with minimal rental loss and vacancy period.
 
End of tenancy inspection
A thorough end of tenancy inspection is conducted to determine the condition 
of the property in accordance with the property inspections that have occurred 
during the tenancy and entry inspection.

Refunding of Bond
If the property is vacated in the condition  it was fi rst leased (taking into 
consideration normal levels of wear and tear) the bond will be refunded to the 
tenant in full. In the event of any damages caused by property neglect, we will 
fi rst liaise with the tenant to rectify the problem or negotiate a settlement to have 
the matter resolved and repaired. If a resolution cannot be agreed upon, we will 
prepare a case and represent you at VCAT. Whether it is to seek compensation 
and orders on the tenant or to defend any actions they may initiate. In the few 
instances that this may occur during the tenancy, our property managers are 
fully trained in the legislation and legalities.



CHANGING AGENTS…made EASY!

Changing your Property Manager is easier than you think. All you need to do is 
contact us and we will take care of everything. Some landlords are under the 
impression that a property cannot be transferred to another agency whilst a 
tenancy agreement is in place, however this is not the case. You have the right 
to choose who will manage your property.
Once you have signed our agreement and provide Complete Property Centre 
with authority to act on your behalf, the team can:

• Arrange the transfer of the management of your property or properties, 
even if there is a long term lease in place. 

• Obtain all relevant documentation, keys, past inspections etc from your 
previous agent

• Conduct a current condition report on the property
• Review the rent

There are no costs involved in transferring your property management and you 
cannot be penalised unless you have agreed to such terms in your property 
management agreement. 

So all you need to do, is contact us and we will take care of everything…

PREPARING YOUR PROPERTY FOR LEASE

The preparation and presentation of your investment 
property is a top priority in ensuring you attract the right
tenants and the highest rental return. 

Here are some tips for preparing your property:

  Take out landlords and building Insurance
  Thoroughly clean the inside of the house, including walls, fl oors, windows, 

benchtops, cupboards, bathrooms, kitchen 
  Steam clean carpets weed, prune and mow garden
  Remove all rubbish from the property
  Attend to any maintenance and repairs
  Service any appliances that have not been serviced in the past 24 months
  Ensure smoke detectors are installed and in working order
  Arrange fi nal readings of any utility accounts
  Ensure fences and gates are secure
  Redirect mail
  Provide a full set of keys and remotes to your Property Manager at Complete 

Property Centre

   



 

Our clients enjoy the best possible service and so should you!

 
Complete Property Centre looks forward to taking care of all your property 
management needs. Give us a call today or complete the form on our website. 

At Complete Property Centre, we credit our ongoing success to our honest 
communication, hard work and our dedicated approach to managing your 
property. Our Property Management team will go the extra mile to ensure you 

get the best personalised service available. 




