Tenant handbook

Congratulations and
welcome to your new home!
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As a new client to Harris Property Management, we would like to take this
opportunity to provide you with handy hints and helpful information that you
may need throughout your tenancy. We are here to help, so please take the time
to review the following and feel free to give us a call if you have any questions
on (08) 8334 2700. For further information please go to our website www.
harrisrealestate.com.au
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Before I move in

I have signed the Tenancy Agreement,
what’s next?
You will be provided with a copy of your lease agreement and
keys to the property. Before you move into your new home,
please change your postal address and ensure you connect your
electricity, gas and telephone. You will also be responsible for all
water usage and all quarterly supply charges, as outlined in your
lease agreement.

Security bond
Upon accepting a property, you are required to sign a bond
lodgement form and pay the appropriate monies to the agent
prior to the commencement of the tenancy. The lodgement form
and monies will be lodged with the Consumer and Business
Services until the expiration of your lease. At no time during the
tenancy will the bond be remitted in part.

Why do I need contents insurance?
Under most circumstances the Landlord is not responsible
for your personal property. It is important to have your own
contents insurance cover for your personal belongings and
effects in the event of an unforseen disaster. If you break a
window or shower screen you will be required to replace/repair
it at your cost. We will attempt to claim on the Property Owners
Insurance if applicable but the excess usually is required to be
paid by the tenant if successful. It is important to read carefully
the policy wording with your insurer so you know what you will
be covered for.

Ingoing inspection report
The Residential Tenancies Act states that an initial inspection
will be completed prior to the commencement of your lease
recording the current presentation and condition of the
premises. You will be given two copies of this report prior to
moving in and you have 14 days to review the report, make any
necessary notes and return to our office. If you do not return this
form within 14 days, it is deemed that you agree with this report.
This document is vital in order to avoid any possible disputes
about the condition of the property.

During my tenancy

How do I pay rent?

Routine inspections

Rent payments must be made on or before the due date. As a
tenant, it is your responsibility to ensure the rent is paid on time.
It is preferred that all payments are to be made in one payment
via Bpay through your own financial institution – Bpay biller
code is 4481 with your unique Reference Number as stated on
your lease agreement. Credit card payments can be made via
www.deft.com.au or over the phone 1300 301 090 – with your
unique reference number. Please note that any credit card
payment will incur a fee. Due to the high risk and security of our
staff, we do not accept cash payment in our offices.

Routine inspections are conducted every four months to check
and report on the current condition of the property. The property
managers may be required to take photos internally and
externally in order to clearly report back to our landlords with
any potential maintenance requirements. You will be notified
of the inspection by letter between 7 and 14 days prior to the
date, inspections are arranged geographically and therefore the
date and time cannot be altered. If you cannot be home for the
inspection, your property manager will access the property with
the duplicate keys held in the office.

What happens if my rent is late?

What should I do to look after my home?

If you are experiencing difficulty paying your rent on time, please
contact your property manager as soon as possible as many
issues can be resolved if communicated. If in the occurrence of a
late payment, you will be notified via SMS and email, if we have
no response within 7–14 days we will phone or visit the property
and if rent becomes 15 days late, you will automatically be
issued with a Breach of Tenancy Notice. In extreme cases, and if
arrears are not rectified, you may be evicted. We also have a zero
tolerance policy where some tenants may be continually late with
rent payments, in this case, we will recommend to the property
owner not to renew the lease.

You are responsible for maintaining the property in a similar
condition to when you moved in, and for basic household
maintenance such as gardening and cleaning. If you have a garden
and/or lawned areas, it is your responsibility to ensure these
areas are maintained. Walls, carpets and flooring should also be
cleaned regularly to avoid any permanent marking or staining.

Rent increases
The owner reserves the right to increase the rent at any future
renewals in accordance with the Act. Rent increases are usually
based on CPI.

How do I handle repairs and maintenance?
You are not authorised to undertake any maintenance at the
property yourself. Maintenance requests are categorised as
routine, priority or emergency.
Routine – Action initiated within 7–14 days
Minor plumbing problems, repair of appliances, repair of window
furnishings/floor coverings.
Priority – Action initiated within 48 hours
Malfunctioning or broken locks, heating and cooling not
working, toilet leaks, cracked glass.

Emergency – Action initiated immediately
Burst water pipe or hot water service, serious roof leak,
dangerous electrical fault, flooding.
Please report any required maintenance in writing via our
website www.harrisrealestate.com.au under the tenant tab
there is a maintenance request form, please fill this in and it will
be directed to your Property Manager. We will work to ensure
that all maintenance requests are responded to within certain
timeframes depending on the urgency of the problem. In case
of emergency after hour’s maintenance, please call our office on
(08) 8334 2700.

Lease Renewal
Your property manager will contact you approximately
28 days prior to the end of the current tenancy to
discuss renewing or termination of your lease.
Depending on the owners circumstances, you may be offered
a lease extension for 6 or 12 months in writing, which you will
be required to sign and return. Should you not be offered a
lease renewal, or you decide to look for a new home, you will
be required to notify your property manager in writing no less
than 28 days before the lease ends. You will then receive a letter
confirming your decision and vacating date. This vacating letter
will confirm rent owing to vacating date with monies owing for
outstanding invoices and will include our preferred professional
cleaners, gardeners and trades people.

End of my tenancy

Break lease
If you would like to move out of the property before your lease
expires, please advise your property manager in writing with
the date you will be vacating. You will be required to pay the
rent up to the day prior to a new tenant or the end of the lease,
whichever occurs first, and contributing towards a portion of the
letting fee and advertising costs. Please be aware it will be your
responsibility to assist in opening the property and allowing
prospective tenants access. Please do not have the power
disconnected until we source a new tenant.

Vacating a property
Once you have advised your property manager of your intention
to vacate, they will discuss with you and set a date and time for
the final inspection. The rent is payable until the final inspection
is completed, keys and remotes are returned and the property is
confirmed in good condition. Please check the initial inspection
report to make sure that the condition of the property is similar
(taking into consideration fair wear and tear). Before your final
inspection please follow the below checklist:
General
–– Redirect your mail
–– Disconnect utilities (ensure power is still connected on the
day of the final inspection)
–– Return all keys and remotes that you received at the start of
your tenancy to our office or returned at the final inspection

Inside
–– Professionally clean all carpets if marked or stained
–– Remove all personal belongings and furniture (for abandoned
property, please refer to section 97 of the Residential
Tenancies Act 1995)
–– Clean off all dirty marks on walls/doors
–– Wash/mop all hard surface floors eg, tiles, timber and lino
–– Clean the oven, grill and stove
–– Clean all windows, screen doors and fly screens
–– Dust, remove cobwebs and wipe light fittings, ceiling fans and
skirting boards
–– Scrub the bathroom including shower alcove and screen,
vanity and toilet
Outside
–– Freshly mow lawns and trim edges
–– Remove weeds from gardens, any built up rubbish and leaves
etc
–– Oil spillage removed from carport/garage, paths and
driveways
We strongly recommend you employ the services of Harris
Property Management preferred professional cleaners,
gardeners and trades people.

Bond refund
The bond refund will be remitted after all rent and tenant
invoices are paid. In addition, all keys, remotes and manuals
must be returned plus the final inspection is signed off as
satisfactory. To speed up the refund process, we recommend that
all tenants sign the refund form before lodging with Consumer
and Business Services.

Helpful contact information

General enquiries
info@harrisrealestate.com.au

harrisrealestate.com.au
RLA 226409

Harris Property Management
Head Office
5–9 Rundle Street, Kent Town SA 5067
T 08 8334 2700 / F 08 8334 2727
All hours including emergency
after hours maintenance
Prospect
50 Prospect Road, Prospect SA 5082
T 08 8342 5555 / F 08 8342 6250
prospect@harrisrealestate.com.au
All hours including emergency
after hours maintenance
Glenelg
115-123 Jetty Road, Glenelg SA 5045
T 08 8202 3500 / F 08 8294 3549
All hours including emergency
after hours maintenance

Harris Sales

Kent Town
5–9 Rundle Street, Kent Town SA 5067
T 08 8202 3500 / F 08 8202 3555
Glenelg
115 - 123 Jetty Road, Glenelg SA 5045
T 08 8202 3500 / F 08 8294 3549
Blackwood
208 Main Road, Blackwood SA 5051
T 08 8278 1322 / Fax 08 8278 4552
Prospect
50 Prospect Road, Prospect SA 5082
T 08 8342 5555 / F 08 8342 6250
Stirling
4-6 Mt Barker Road, Stirling
T 08 8278 1322 / Fax 08 8278 4552

Tenancies Branch
Advice
08 8204 9544
Bonds
08 8204 9555
Residential Tenancy Information
Consumer and Business Services
http://www.sa.gov.au/tenancy/forms

