

[Agency name]


New Management Processing Checklist

	 FORMCHECKBOX 

	New Management
	 FORMCHECKBOX 

	Takeover Management
	 FORMCHECKBOX 

	Vacant
	 FORMCHECKBOX 

	Tenanted

	Owner(s) name
	

	Property address
	

	
	

	 FORMCHECKBOX 

	MAA returned
	 FORMCHECKBOX 
 Faxed copy
	 FORMCHECKBOX 
 
	Original copy
	

	 FORMCHECKBOX 

	Computer input
	dd/mm/yy
	 FORMCHECKBOX 

	Thankyou letter sent

LL20, LL23, LL35, or LL52
	dd/mm/yy

	 FORMCHECKBOX 

	File created
	dd/mm/yy
	 FORMCHECKBOX 

	3 sets of keys held
	dd/mm/yy


More information needed?
	 FORMCHECKBOX 

	More information letter sent
	Date dd/mm/yy
	

	 FORMCHECKBOX 

	All information
	 FORMCHECKBOX 

	Bank details
	 FORMCHECKBOX 

	Strata (Body Corp) details
	

	 FORMCHECKBOX 

	Insurance details
	


Outgoings letters prepared:
	 FORMCHECKBOX 

	Council LG8
	Date sent
	dd/mm/yy
	 FORMCHECKBOX 

	Strata LG3
	Date sent
	dd/mm/yy

	 FORMCHECKBOX 

	Water LG8
	Date sent
	dd/mm/yy
	 FORMCHECKBOX 

	Insurance LG8
	Date sent
	dd/mm/yy


Property vacant and available for lease (if applicable)

	 FORMCHECKBOX 

	Listing prepared

Form10, or Form30
	Date
	dd/mm/yy
	 FORMCHECKBOX 

	Photos taken
	Date
	dd/mm/yy

	 FORMCHECKBOX 

	Website 
	Date
	dd/mm/yy
	
	
	
	


Taking over existing tenancy (if applicable)
	Tenant’s name(s)
	

	 FORMCHECKBOX 

	Tenant letter sent

LT29, LT40
	Date
	dd/mm/yy
	 FORMCHECKBOX 

	Transfer of Bond
	dd/mm/yy

	 FORMCHECKBOX 

	Rent paid to date:
	dd/mm/yy
	 FORMCHECKBOX 

	Rental Bond amount:
	$

	 FORMCHECKBOX 

	Agreement comm. date
	dd/mm/yy
	 FORMCHECKBOX 

	Rental Bond number
	

	 FORMCHECKBOX 

	Agreement expiry date 
	dd/mm/yy
	 FORMCHECKBOX 

	Inspection report done

Form12
	dd/mm/yy

	 FORMCHECKBOX 

	Keys tagged
	


Accounts
	 FORMCHECKBOX 

	Tenant input on computer
	Date entered 
	dd/mm/yy

	 FORMCHECKBOX 

	Copy of Rent Ledger for file
	Date printed 
	dd/mm/yy

	 FORMCHECKBOX 

	Direct Debit reference number issued (No:


Property Manager
	 FORMCHECKBOX 

	Folders checked
	Date
	dd/mm/yy

	 FORMCHECKBOX 

	Letters checked & posted
	Date
	dd/mm/yy

	 FORMCHECKBOX 

	Inspection arranged for dd/mm/yyyy
	Date
	dd/mm/yy

	 FORMCHECKBOX 

	Diarised for follow up inspection
	Date
	dd/mm/yy

	 FORMCHECKBOX 

	New Agreement required?
	YES / NO
	Date
	dd/mm/yy

	 FORMCHECKBOX 

	Rental review required?
	YES / NO
	Date
	dd/mm/yy

	 FORMCHECKBOX 

	If Yes, new rent $
	
	

	Property Manager’s signature: 
	

	Date:
	


Form25

Page 1 of 1

