OUR OFFICE PROCEDURES
Communication:

Office hours are 9.00 am to 5.00 pm Mon to Fri or we can be contacted on enquiries@maxwellandco.com.au , 6299 6677 (ph) or 6299 6679 (fax).

After hours our office can be contacted on 6299 6677 or 0416 182 379.

We will respond to:


Telephone messages

within the working day.


Email



within 24 hours.


Fax



within 24 hours.


Mail



within 48 hours.

Condition Report:

Please ensure that you complete (in as much detail as possible) and return the enclosed condition report.  This form will be our checklist in relation to the refund of your bond.
Rent Payment Options:

Internet transfer

Obtain our bank account details from your Property

Manager and organise an identification number.

Periodic bank transfer

As above and complete relevant documents at your

bank.

Centrepay
Pick up a Centrepay form from any Centrelink office,  
And submit at any Centrelink Office.

Maxwell & Co’s office
              Cheque or money order – NO EFTPOS/ CASH facilities.

Repairs and Maintenance:

All routine repair requests will be attended to within 3 working days.  Once we have received approval from the property owner, our tradesman will contact you direct to organise a convenient time to carry out the repairs.  All urgent repairs will be arranged within 4–8 hours.

Emergency Repairs Procedure:

Should an emergency, i.e., no power, no water, arise after office hours and you have not been able to contact a representative from our office on the after hours number listed above, please contact our preferred tradesman:


Electrical
Five Star Electrical

0411 733 970




Morton Electrical

0408 624 326

Plumbing
Beyond Plumbing

0404 038 708


    
All Over  Gas & Plumbing
0439 972 523
Rent Arrears/Breaches:

We will follow up all rent payments in accordance with our documented and unique arrears process, and the requirements of the Residential Tenancies Act.

A friendly reminder letter will be sent to you if your rent payment falls 7 days into arrears. You will receive a phone call if your rent payment falls 10 days in arrears.  Your Property Manager is legally obligated to serve you with a Termination Notice once your rent payment falls 14 days in arrears.
Open communication between yourself and our office would assist greatly should this happen.

Periodic Inspections:

We will carry out a periodic inspection within the first 6-8 weeks of your tenancy, followed by a periodic inspection at 3 months and if the property owner is happy with the condition in which you are looking after the property, periodic inspections will be carry out every 6 months.

You will be advised in writing 7 days prior to these inspections being carried out.

Vacating – 21 days notice:

On receipt of notice, we will endeavour to organise a final inspection appointment with you where possible.  If this is not possible a final inspection will be carried out within 2 working days of you returning the keys to the property to our office.
If deductions are require, a detailed breakdown will be provided to you.  If there are no deductions a bond refund form will be faxed to the Rental Bond Board within 24 hours of the final inspection.

Please supply your bank account details to your property manager upon vacating for a prompt bond return. 

Breaking your Lease Agreement:

Please note that you will be responsible for the rent on the property until the lease expires or the property is relet, whichever comes first.  Please also note that all fees associated with re-letting the property, i.e., lettings fees, advertising, etc., is also your responsibility.

Your Property Manager will advertise the property for re-let and take every step possible to find new tenant ASAP.

Insurance:

It is strongly recommended that you organise contents insurance for all personal furnishings and belongings.  As the property owner’s insurance will only cover the fittings and fixtures belonging to the property in relation to damage due to events such as a burst water pipe or fire.

Garbage:

As noted in your Residential Tenancy Agreement, it is necessary for you to place garbage bins out for collection each week.  The bins are to be put on the kerb no sooner than 24 hours before collection and removed from the kerb no later than 24 hours after collection.
Personal Information:

In accordance with our documented Privacy Policy, all personal information will be held in the strictest confidence and will not be released to a third party without your authorisation.

Professional Standards:

The highest standards of honesty, integrity and professional practice will be conducted in compliance with the Code of Conduct of the Real Estate Institute of Australia and our Property Management Policies and Procedures Manual.

If you have any questions or queries in relation to our Customer Service Policy and/or your Office Procedures please do not hesitate to contact your Property Manager on 6299 6677 (ph), 6299 6679 (fax) or via enquiries@maxwellandco.com.au .
